Check and pass on 
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Office Manager 
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CLEAN-CUT, DRAMATIC. The 
office of John Ballard, president of 
Bulova Watch Co., Rockefeller 
Center, New York. See ma 50. 
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say top 
_ \ / executives 


y Styled Executive 


E”/ FINISHED IN HARMONIOUS 
Neutra-Tone Gray 


Restfully Reserved yet Modernly Distinctive 


An Executive Desk in Steel for the forward thinking Exec- 


utive who considers Color Harmony, quality and design 
when featuring the dignity and comfort of his private office. 


ron mone THAN WAWMIANAND FRBE MFG... rocuester 3 


SIXTY-FIVE YEARS NEW YORK 
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© BUILD ON 


Still A Super Pile - 


As these 4 drawer legal and letter size files come off the production lines, it is evident 
that the quality of the famous Security “7700” Heavy Duty Line is still there. New tools 
and improved methods are proving their worth and soon we hope to have an ample supply. 


SECURITY STEEL EQUIPMENT CORPORATION - AVENEL, N. J. 
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FREE SAMP 


‘TO EVERY 
USER OF AU 


“STENCIL 
DUPLICATOR 


FOR PERF ECY WIAs 


Test this new Niagara cellulose stencil!* You'll find it cleaner- 
cutting on either typing or stylus signatures . . . easier to cor- 
rect ...non-clogging in the typewriter . . . stronger and better 
for long runs (up to 20,000)... less expensive. 

It was developed after months of research and wide- 
spread actual field tests by the organization which builds 
the famous Niagara Duplicating Machine—world’s fastest 
duplicator. 

Learn what this improved stencil can save you in time and 
money. Send today for free samples. 


ALSO MADE BY NIAGARA 


@ Inks: Black A, Black Budget and other inks in every color, designed for high- 
speed stencil work. Equally good on ordinary duplicators. 
@ Ink Pads 
@ Correction Fluid 
@ Styli & Lettering Guides 
@ Type Cleaner & Brushes 
. . and everything you need to get the best out of your duplicating machine. 


Sh gk See 


NIAGARA | 


world’s pant Sees 


NIAGARA 
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: 3 : i. 
PERFECT NIAG 3 ce 
5 PERFECT NIAGRAPHIM 
Quick ~ 
f DRYING 


{ NIAGARA 
| JNK 
\ GRADE y 


Hf DRYING 

| NIAGARA 
\ BLACK A i | 
Se LE \ } 


" stiwer ourica™ 


Ss 


suncet ZY 
= 
* stewcre pupeicate” 


ee 


*We'll tell you how to run a comparative 
test on stencils. 


NIAGARA DUPLICATOR CO. 
128 Main St., San Francisco 5, Calif. 


Please have your local dealer call. ([] 
Please mail me free samples of Niagara 


stencils and other helpful information 
about stencil duplicating problems. [(] 
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CONTINUED MAINTENANCE OF 


SleelgAge QUALITY 


Despite the rough paths of recon- in Steel-Age quality. That is our 
version, particularly for those of pledge to dealers and consumers 
us who work with steel, we of alike. 


Corry-Jamestown have set our 


So 


i 


sights and will hold to them. 


~ CORBY JAMESTOW, 


comer, pen oeaTON F 


SPee 


While production of Steel-Age 


products might temporarily be 


slowed, there will be no reduction 
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UP TO: $1,000,000 CREDIT. 
bas . WALY® 


‘. | HIGH QUALITY PRODUCTS 

— WE PRODUCED THE FIRST NON-GREASE CARBON. 
-. Me PRODUCED THE FIRST SELF-INKING RIBBON» 
" 


aioe WE on now give the ye the cides iil prints, extreme manifoldliag and 

. ful complete line of (New Process car- wears like the proverbial IRON. This 
bon’ paper, FOUR weights and SEVEN - carbon greatly helps efficiency and Simi- 
finishes in EACH weightin four brands. _ plifies purchasing, no office should he 
This carbon gives perfect, sharp, leg- without it, 


Please ask for samples from any of the Offices below. - 
Oo Las » MANUFACTURING Os ROCHESTER 1, N. ne U.S.A, 


a Denver, Detroit, Houston, Indianapolis, Jacksonville, 
: Kansas City, Los Angeles, Louisville, Memphis, Mil- 
waukee, Minneapolis, New Orleans, New York, Omaha, 
‘ b wonersg Pittsburgh, Portland (Oregon), Rochester 
hag agg gate City, Sees 
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PENDAFLEX 


*Reg. U. S. Pat. Off. 


Brooklyn 


Oxford 


ie VS On On 


made only by 


The most important development in filing 


since the invention of file folders 


OXFORD FILING SUPPLY CO., INC. 


St. Louis 


OFFICE MANAGEMENT AND EQUIPMENT 


May, 1946 — 
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In theatrical jargon, you'd call the 
Stratford Regency “a hit.” And that it is! 
Stratford’s newest dependable performer 
has everything: streamlined beauty, 
smooth-writing action, and lots of good, 
sound value for a dollar. 


7 


i} 


y 


DEPENDABLE PENS and PENCILS 


The Stratford Regency has a rich, wider 
band and convenient recessed clip. And 
it has a remarkable capacity for ink—a 
flick of the thumb, and it’s filled. Avail- 
able in luxurious duotones or solid 
colors. 


STRATFORD PEN CORP., 


SALZ BUILDING, 


NEW YORK 1, N.Y. 


“STRATFORD” and “REGENCY” Reg. U.S. Pat. Off. ...DESIGN PAT. 140026 
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\ ‘ ‘a ig ae 
= KOE THE Ate > 4 
~ WY REA 
\ua . Noy ERFoY , 
Leama a 
\ = 
eee 
~ — a : 


New NASCON LINE receives 


Sb euamete 
\ Products 


REG US PAT OFF * 


ITHOUT exception buyers who are now 


Internationally recognized for their indispen 


purchasing the new Nascon Line are express- value in the daily conduct of business, social 
ing spontaneous enthusiasm for its outstanding professional activities, the Nascon Products 
new numbers, new designs and new bindings. bine, with high utility value, a distinctive 


In preparing this new post-war line, no effort or 
expense has been spared to present, to the trade, a 


line of such exceptional quality, beauty, and utility Send for the new 8/2"x11" Nascon Catal 


value, that its immediate popular appeal is assured. today and place your order now! 


and styling that has made the Nascon trade mark 
guarantee of quality and perfection. 


NASCON SALES CORPORATION 


frm DECEMBER 30 


“Bs = = 


jm JANUARY 2 


—— 
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NASCON WEEK-AT-A-GLANCE 


In a complete selection of attractive new bindings, thes 
unique books provide for a complete week of appointmen 
and memoranda at a glance, plus an alphabetical index ¢ 
addresses and phone numbers. Desk size—5" x 8"; Pock 
size—33/4,"" x 6!/g". Dated or Undated. 


cyt mee Diy Nt, 
pace Vogeme On, ioe Se 
oe 


NASCON DATES TO BE REMEMBERED 


Designed for the permanent recording of birthdays, annivers 
aries and other important dates to be remembered, thes 
handsome books are beautifully bound, indexed by mont 
and good for any year. Size—5" x 8", 
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NASCON ADDRESS AND TELEPHONE BOOKS 


Nascon offers a complete selection of attractive loose-leaft 
and wire-o bound address and telephone books for the dask 
and pocket. Each book includes genuine gold stamped 
alphabetical index tabs that cannot curl or soil. 
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NASCON HOUSEHOLD BUDGET AND 
EXPENSES 


These attractive and colorful budget books, that are wire-o 
bound for flat opening and writing surface, provide for the 
simplified recording of househcld budget and expenses by 
day, week, month and year. Size—S' x 8". 


NASCON AUTOGRAPH BOOKS NASCON TRIP DIARY 
Entirely new and unique, these books include an alphabetical index In a handy pocket or handbag size these books provide for the 
section for the recording of signatures and have covers that carry recording of date, places visited, points of interest, comments and 
the authentic signature reproductions of celebrities. Size—6" x334". the names and addresses of travel acquaintances. Size—6!/2" x 4". 


60 EAST 42nd STREET » NEW YORK 17, N. Y. 
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“*It’s Not New!’? NO! IT’S MASO’S 


ORIGINAL #1418 MONARCH 


READY NOW FOR IMMEDIATE DELIVERY 
IN ANY QUANTITIES 


Dimensions: 

Height 27 inches 

Top 14!/, x 18 inches 

Drop leaves 9 x 14!/, 
Overall 36 inches. 

Legs are made of |" 

O.D. Tube Steel, Finished 

in baked Olive Green enamel. 
Shipped K.D. 2 to carton 
F.O.B. our. factory. 


* 


Write for our complete cat- 
alog of —— stands, 
utility tables. Roll-Away 
Carriers and All Steel Stack 


Trays. 


LIST PRICE $13.70 


Yes, it is Maso's original $1418 MONARCH in Oak and Steel designed and created by 
MASO in 1942. It's still the WORLD'S FINEST TYPEWRITER TABLE. SHIPPED IMME- 
DIATELY IN LOTS OF 2 OR ANY AMOUNT UP TO 5000. This sturdy table BUILT THE 
MASO WAY is completely precision built in our new all modern equipped factories. We 
ship K.D. saving our dealers valuable storage space and added shipping charges. Easily 
assembled—takes just a jiffy. 


Tables that are spot welded together frequently break loose from their welds. MASO 
HAS NO SPOT WELDED TABLES and all MASO TABLE TOPS ARE GUARANTEED 
AGAINST WARPING. 


All MASO products are manufactured in our own plants and sold only direct to the dealer. 


MASO STEEL PRODUCTS 


World’s Largest Manufacturers of Typewriter and Utility Tables in the World 


Main Office and Factory: 
418 SO. CLINTON STREET, CHICAGO 7, ILLINOIS 


Factories: 


3242 SO. CERMAK ROAD e 3415 W. CERMAK ROAD 


418 SO. CLINTON ST., CHICAGO ILL., HARRISON 1752 Engineering Dept.: 


MASO MAKES THE BETTER ONE 


OFFICE MANAGEMENT AND EQUIPMENT 


21 E. VAN BUREN ST. 
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- PLASTI-CARBON, America's distinctive new carbon 
paper, has been developed from miracle-working 
plastics. Because it utilizes an entirely new process that 
eliminates wax from the back of the sheet, PLASTI- 
CARBON positively will not slip when rolled into a type- 


writer. lt will not curl under any conditions! 


? 
We're proud of Longhorn PLASTI-CARBON—we believe : 
it will help you build greater carbon paper sales... : 
bring you greater profits. To introduce you to PLASTI- i 
CARBON and to show you just how different and superior : 
it really is, we would like to send you a sample. Just clip : 
the coupon and mail to us. 


THE MOST OUTSTANDING DEVELOPMENT 
IN CARBON PAPER IN 10 YEARS! 


The minute you pick up a sheet of PLASTI-CARBON, you feel 
the difference—it's thinner, it's crisper, it doesn't smudge. 
Yet PLASTI-CARBON has unbelievably long life. Best of all, it 
makes sharper, clearer carbon copies—and it makes more 
copies per sheet than any other type of carbon paper. Gives 
perfect service on all standard and noiseless typewriters, 
bookkeeping and billing machines. 


AMERICAN CARBON PAPER CO., Ennis, Texas. 
Dept. OM 
Gentlemen: 
Please send me a sample of Longhorn PLASTI- 
Name 
Address__ 
City. _Zone. State. 
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MANUFACTURING COMPANY 


FACTORY © ENNIS, TEXAS 
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Cram's Pocket Folder Map 


of the U. S. 


Sheet size 32 x 22 inches (folded 4% x 8% inches) 
states in attractive contrasting colors. Index and 


key to location of principal cities. 


figures—latest census. A splendid, 
map—only 35c. 


Population 
inexpensive, 


Other map subjects in this series— all countries— 
35¢e each. Send for descriptive circular. 


BUSINESS MAPS for BUSINESS ME 


CRAM'S "NAMAPCO" SERIE 
LARGE SCALE STATE MAPS 


Every business—large or small—can use one or more of thes 
large scale, beautifully printed, completely indexed state ma 
Average size, 50 x 48 inches. Printed in soft, contrasting edad 
Show counties, cities, towns, villages, railroads and waterways 
Latest census population figures and key to locations. 

Paper wall maps (Style ZAA-40)—$5.00, Cloth wall maps (Style 
ZA-40)—$7.50, Dissected cloth map (Style ZC-40)—$8.50, Cloth- 
backed map on spring roller, portable backboard (Style ZE-25) 
$12.00, Board-mounted map with taped edges (Style ZT-25) 
$13.00, Board-mounted map—framed—(Style ZTF-25)—$20,00 
Extra for washable finish—$2.00. 


CRAM’'S 
Business Man's Atlas 
of the United States 


The first and only Atlas to give all 
the details relating to each state in 
a section by itself—and arranged in 
just the manner that business men 
have wanted. An invaluable book 
in every business office. 

240 page, page size 12” x 15”, bound 
in loose leaf binder—eye-ease treat- 
ed. Price (Style Z-40)—$10.00. 


The MULTI-UNIT MAP SYSTEM 


For Efficient Sales Planning 
e 2 - Cram’s large scale, 
: 22 washable surface state 
maps, mounted on con- 
venient space-saving 


display fixture, give 
sales executives a con- 
stant check on sales 
quotas, sales totals and 
other field conditions. 
Each wing accommo- 
dates two maps—one on 
either side. Maps can 
be marked on with marking crayons, and the markings changed 
as often as necessary. Additional information can be shown by 
the use of colored map tacks. Available for any size territory— 
from one or two states to the entire 48. Write for prices and 
complete information. 


Cram's 20th Century Map 
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of the United States 


A detailed, beautifully colored map, showing towns of » 
population and over, counties, principal cities, railroads, 
Size, 68” x 48”—scale 46 miles to 1 inch. Index t 
cities of 6,500 population and over. 


Paper map with taped edges, rods top and bottom (ZAA-40) 
~“$5.00, Map in cloth backed wall form with split stick 
top and bottom (ZA-40)—$9.00, Cloth wall form with 
spring roller, backboard and dustproof strip (ZE-25)- 
$17.00, Mounted on tack board—taped edges (ZT-25)- 
$17.00, Mounted on tack board—framed (ZTF-25)—$25.M, 
Any cloth or board mounted map can have washable, 
markable surface applied (ZMW-25) @ $4.00. 


Also—Cram’s 20th Century Map of the World 
(Same Size—Same Prices) 


THE GEORGE F. CRAM COMPANY, INC. 
730 E. Washington St. Indianapolis 7, Ind. 
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VENU S for Value 


7, IMIVENUS VELVET * VENUS DRAWING * VENUS UNIQUE * VENUS COLORING 
day, 19Mly. 1946 
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Oakville is once more in a position to 
supply its loyal dealers with normal 
amounts of most of its paper fastening 
devices to meet market demands. 


As quickly as materials become available, 
you'll find products of the famous Yellow 
Box Line—Pins, Clips, Fasteners, Thumb 
Tacks and related items—back at Oakville’s 
prewar high manufacturing standards of 
construction and finish. 


The Home of the Famous Yellow Box Line 


OAKVILLE 


COMPANY 


Division of Scovill Manufacturing Company 
Waterbury 86, Connecticut 


NEW YORK + CHICAGO + BOSTON + SAN FRANCISCO 
In Canada: BROWN BROS., LTD., TORONTO 2 


tw Luald 
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GENERALS 


CARBO-WELD PENCILS 


Always the outstanding 
economical pencil buy. 


SEMI-HEX Office Pencil 

SEMI-HEX Thin Colored Insoluble 
KIMBERLY Drawing Pencil 
KIMBERLY Thin Colored Indelible 
KIMBERLY Hectograph Multi-Copy 
WET PROOF Outdoor Pencil 
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General Pencil Company 


67-73 FLEET street (e@) JERSEY CITY 6,N.J. 


TRADE MARK 
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LEADERSHIP wrRiting 


All you ask for in a pen. Should point 
or ink sae require repair, you can 
easily insert a complete new unit 
(Noe. 1203) at a very nominal sum... 
without factory delays and costly 
repairs. Four point widths, four 
luxurious colors...a truly splendid 
value. Only $7 -50 


MATERIALS stcacet (e449 
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I’m callin’ on the Boss, and he’s boilin’! 
His clerks are laggin’, his output saggin’. 


“Don’t blame your office-force,” I sez. 
‘‘What they need is some modern equip- 
ment. Like speEp’s Swingline Stapling 
Team! That No. 4 Stapler has the 
greatest single stapling-improvement 


= years—the wide-open loading chan- 


PRESIDENT 


nel. Flick-Load-Click—and it’s ready! 
Fast, yet trouble-free and it penetrates 
at the lightest finger-touch!” 

| warm up as the Boss shows interest. 
— “Those No.4 Staples fit any stand- 
ard machine,” I go on, “‘and their 
Ps superior qualities give you more 
for your money. They’re preci- 
sion made, 100% uniform, and 
purposely round—not flat—to elim- 
inate excess glue and prevent clogging. 
~ Take my advice, Boss—don’t accept 
substitutes!” 

“No substitutes for me!” enthuses the 
Boss. “I’m ordering that Swingline 
Stapling Team today!” 


SPEED PRODUCTS CO., INC. 
Long Island City 1, N. Y. 
ALL SPEED PRODUCTS 
SOLD THROUGH DEALERS ONLY 


@SPEED Swingline Staples 
fit any standard stapling 
machine 


0.4 STAPLER AND STAPLES 


WORLD'S SPEEDIEST STAPLING TEAM 
OFFICE MANAGEMENT AND EQUIPMENT May, 1946 
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Say, Toots, WHOS DIS ARE ? 


“si Five to one, the RIGHT ANSWER is given quickly! For 
A-S-E is known to thousands—it’s the trade-mark of All-Steel- 
_ Equip’s line of quality, durable, smart-looking files. 
Y A-S-E Aurora Files are easy to look at—give satisfactory 
results. And it’s easy to see why, with features like smooth- 
action drawers, improved locking mechanism, rugged heavy- 
weight construction, trouble-free follower and extra filing 
capacity, actually 26!/, inches of clear filing space. 
: Get acquainted with this durable line of quality files today. 
Write now for the complete story on A-S-E Aurora Files. Pe te eto 


storage and wardrobe 
cabinets. Write today 
for full information. 


‘S$ ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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DONT GUESS/ 
DONT GAMBLE / 


THERE'S NO NEED FOR YOU TO PULL RABBITS OUT OF 
HATS WITH THIS "FIELD TESTED" M & V SALES PLAN 


There's no need for you to pull rabbits out of a 
hat when it comes to getting |—Better Letters; 
2—Clearer Copies; 3—Lower Costs. So just call 
your local M & V ANALYST and he will study the 
various typewriting jobs and problems in your 
office, and equipment used. Then give you de- 


finite recommendations with reasons for using the 


"tight" ribbon and the "right" carbon paper for 
each basic need. He will show you how to turn 
out better letters and cleaner copies at less cost. 
His job depends on making good for you. 
Write us for the name of the nearest M & V 
ANALYST. Remember, there's no obligation on 
your part. 


MITTAG AND VOLGER, INC. 


ESTABLISHED i881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 
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This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


PERSONAL 
FILE 


You'tt like the advantages of having this 

concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 


Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 
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RUBBER DESK GUARDS 


( UK 


RUBBER CHAIR PROTECTORS 


RUBBER FINGER PADS 


LOOK FOR OFFICE “HELPERS’ 
qunruco 


V RUBBER DESK GUARDS 

V RUBBER CHAIR PROTECTORS 
V RUBBER FURNITURE SHOES 
V RUBBER FINGER PADS 


All Sunruco office “helpers” 


meet the dual test of highest quality 


and outstanding efficiency. They have a long-standing reputation for doing 
the job right. That's why the four Sunruco office specialities shown here 
were standard equipment in offices large and small before the war Now 
they're on their way back again—better, more useful than ever before, 
Look for these rubber items made of war-born compounds that provide 


new elastic toughness . . . longer life . . . lasting, dignified beauty. You 
can count on them to save office furniture . . . to protect employees’ 
clothing from splinter damage . . . to protect flooring and prevent “desk 


crawl” . .. to make paper handling easier. Ask your office equipment 
supplier to inform you when his new stock arrives. 


Rubber Desk Guards attached to corners 
of desks and other furniture prevent 
wood from becoming bruised and 
marred by chairs. 

No. Retail 
21217 6” length, angle style $ .50 pair 
21218 20” length, angle style 1.00 pair 
21219 6” length, curved style .50 pair 


Rubber Furniture Shoes, reinforced with 
enameled metal, protect floors, rugs and 
floor coverings and prevent ‘‘desk crawl.” 


No. Retail 
21231 154%” Square . . §.75 per set 
21232 14%" Square . ._ .75 per set 
21233 1%” Square ss -75 per set 
21234 1%” Square oe .75 per set 
21235 1%” Square oe .75 per set 
21236 2” Square . « 1.00 per set 
21237 1%” Dia. Round . .75 per set 


21238 214” Dia. Round . 1.00 per set 


Rubber Chair Protectors placed on arms, 
front corners and backs of chairs pro- 
tect both chairs and furniture or walls. 


No. ‘ Retail 
21201 Narrow style, 6” length $.35 pair 
21202 Wide style, 6” length .50 pair 
21203 Narrow style, 12” length .25 each 


4 Rubber Finger Pads are indispensible for 


fast handling of papers. Deeper non- 
skid over entire surface, inside ventilat- 
ing grooves, non-binding length are 
features of the new model. 


No. 21302 Size 11 . $.05 each retail 
No. 21303 Size lly . .05 each retail 
No. 21304 Size 12 .  .05 each retail 
No. 21305 Size 13 . 05 each retail 
No. 21306 Size 14 .05 each retail 


IF IT'S Sunruco—IT SAVES 


4 | 
i 2 ae THE SUN RUBBER COMPANY 


“BARBERTON: OHIO: 


SUNRUCO ‘’FAIR PLAY’’ ALLOCATION 


Sudden unleashing of pent-up demand for rubber items and our 
policy of making no compromise at the sacrifice of quality, coupled 
with shortages of materials and skilled labor, make it necessary to 
accept and ship orders on an allocation basis. We do this as a “fair 
play” measure for all. If your supplier cannot take care of your 


needs immediately, bear 
with him until his stocks 
are built up. 


General Manager 
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% FACT NO. 1 FOR GREATER | FILING EFFICIENCY. 


Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer action, free from 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency 


for America’s Office ee 
Get the quick facts on 
M Browne-Morse Steel gg ene , 
ite for Bulletin 5000. Lists features 
r @) Ww n e a 0 r S e wal meateuiaee plus a complete table 
of sizes. 
MUSKEGON MICHIGAN 
FT Fon vi WEARS, MANUFACTURERS OF HIGH QUALITY FILES, DESKS," 
..... OHAIRS, FILING "SUPPLIES, ‘SAFES, SPECIAL COUNTERS, CABINETS AND OFFICE FORMS =. 
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: PIONEER planning 
: PIONEER origination 
PIONEER production skill 


for the convenience, comfort, 


the postwar business office. 


working efficiency, and traffic flow. 


reconverted and revitalized factories. 


There wild IWAN be a Frontier to Challenge 


and working efficiency of the American Business Man 
Before long, Gunn will unveil the first of its postwar plans and appointments for 


In full co-operation with its loyal dealer outlets, this announcement will mark the | 
beginning of a pioneer OFFICE PLANNING SERVICE .. . to provide America’s 
thinkers, creators, and doers with offices laid out and equipped for attractiveness, 


Also to be announced will be pioneer developments in office furniture . . . pioneer 
concepts, pioneer conveniences, pioneer materials and structural methods . 
to the comfort, serenity, and functional effectiveness of the user. 


Behind all this stands the postwar Gunn organization with its unrivalled production 
“know-how,” its pioneer approach to woodworking techniques, its big, completely 


The forthcoming Gunn announcement will mean quality, new comfort, new beauty, 
and new convenience at a new economy standard in the field of better office furni 


. . dedicated 


— Guan 


-PLONEERS IN FINE OFFICE 


APPOINTMENTS FOR OVER 
HALF A CENTURY 


- GRAND RAPIDS 
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OFFIGE MANAGEMENT 


and, Eguijomeid 


Featuring OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


She Questions Our Letters 
% THE widespread promotion of women to positions of exec- 
utive rank during the war years seems likely to have some im- 
portant effects on the style of business correspondence. 

When girls who began their office careers typing some one 
else’s letters get to the point where they are dictating letters 
themselves it is natural for many of them to question some as- 
pects of the traditional man-made pattern of business letters. 

Scouts of OFFICE MANAGEMENT & EQUIPMENT report some 
of these feminine iconoclasts attacking some of the very 
foundation stones of the business letter. What useful purpose 
is served by “Dear Mr. Jones”, “Dear Sir’, or “Gentlemen” 
when the individual and/or the company written to already 
appear in the salutation? Why is it necessary to devote a sen- 
tence or a paragraph to assuring your correspondent that you 
have received the letter you are answering? Why use the 
name of the company after “Yours truly” when the letterhead 
carries the name emblazoned at the top? 

The girls who toss these and other bombs excuse themselves 
by pointing out that they know from personal experience that 
for every character typed a finger must hit a key, and every 
character which can reasonably be eliminated helps that much 
to speed up letter production. 
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Somewhere in the world today, a sinister figure 
casts this shadow as he wanders on a mission 
...a search for hungry men. He knows 
hungry men have no use for freedom. He 
knows hungry men are easy prey for wooden 
gods. He knows hungry men sell their 

dignity for a crust of bread. 


He is lost because he is bitter. Blind to the 
hope of the future, he only sees the shattered 
dreams of the past. He finds the hungry 
men. They flock to him. They give their 
souls and he gives them bread. And as long 
as they depend on him for bread, we can 
depend on a new, sensational “Man of the 
Hour” rising out of the rubble which is 
Europe today. Must hungry men depend 
on this lost, bitter shadow for food? 
Or can they depend on you? 


sf a LET’S HELP FEED THE WORLD WE HELPED FREE! 
$3 = Save bread. Support the Government's Food Conservation Program. 
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World-Telegram photo 


Mrs. Randolph hears still another variant of the popular line—"No appointment, but |'m sure he'll see me." 


Consider the Receptionist 
—Front Door of the Office 


By Helen Randolph 


% A GOOD front is just as important to a busi- 
ness firm as it is to an individual. A friendly 
welcome from a receptionist gives a lift to your 
caller, the same as a new bonnet will perk up an 
old costume. So will a cheery smile find an an- 
swering reflection, and help establish friendly 
business relations. However, there are many 
more qualities needed in a receptionist than a 
pretty smile. 


@ "For the past sixteen years, since the advertising 
agency of Kenyon & Eckhardt, Inc., New York, 
opened its front door, | have been the keeper of 
the gate. In the beginning, reception room work 
was combined with the operation of the telephone 
switchboard. This is a workable combination, but 
Kenyon & Eckhardt grew to such extent, it became 
necessary to break the combination into two distinct 
departments. | have retained an active interest in 
the telephone work and continue to supervise the 
operators."'"—HELEN RANDOLPH 


Patience and fortitude (with apologies to New 
York’s ex-Mayor) are necessary. A good under- 
standing and an ability to listen, while the visitor 
explains the purpose of his call, are essential. 
People like to feel they are receiving undivided at- 
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tention (which is as it should be). They like to 
feel they are welcome when they enter the door. 
The greeting they receive makes this evident. The 
“are-you-here-again” look may be enough to send 
good business elsewhere! 

One of the first things a new receptionist should 
learn is the names of the people in the organiza- 
tion, and what their specific duties are. Most 
firms have some type of chart which explains the 
positions of the personnel and what their respon- 
sibilities are. When a caller does not remem- 
ber the name of the person to contact, a chart 
should provide the answer. It is of considerable 
importance to be acquainted with the workings 
of the business, so that intelligent answers can 
be given to all inquiries. 

The value of a receptionist increases with her 
length of service. The longer she is with you, the 
better she is equipped to recognize callers and be 
able to greet them with something like ‘““Why, how 
do you do, Mr. Jones?” To have one’s name re- 
membered is most flattering and makes the caller 
feel as if he is somebody special. Remembering is 
a difficult job, but with a little effort a great deal 
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can be accomplished. I have used a system which 
is an association of thoughts concerning the per- 
son and found it a great help. Sometimes while 
waiting a conversation ensues, and remembered 
topics will help to recall the person. 

As a general practice, most visitors will have no 
compunction about stating their business, but 
here and there a situation will arise which will 
call for the utmost in diplomacy and tact. I re- 
cently was confronted with an embarrassing sit- 
uation in the person of a mysterious caller. He 
was a heavy-set, pompous man, whose business 
was extremely confidential. He just had to see 
the president of the company. The impression he 
created was that of a prospective client about to 
give us a nice new account. He had no appoint- 
ment, and the procedure was a little unusual. 
After a short wait, during which he was quite 
impatient, he was taken into the president. 
Imagine my surprise to find he was a complete 
stranger, and just a panhandler! 

Now that the war is over, a great many candi- 
dates for jobs are making an appearance. 
Whether there are any openings or not, the recep- 
tionist should be cordial and co-operative to all. 
Some concerns have a personnel department to 
handle applications. In smaller companies the 
receptionist should try to make appointments for 
interviews. In one recent case, a young man 
practically refused to speak to the executive vice- 
president about a job. His reason was that if 
what he had in mind materialized, he would prob- 
ably be taking the job away from him! 


The receptionist should be notified in advance 
when any VIP (very important people) are ex. 
pected. It makes the callers feel better to know 
their visit is anticipated and the way cleared. 

Just as a workman needs tools to do his job 
adequately, so does a receptionist need a separate 
reception room to receive callers. If your busi- 
ness warrants a receptionist, it also rates a place 
to receive callers. It need not be elaborate, but 
it should be comfortable, with facilities for 
reading while waiting. It should be provided 
with reading matter, ash trays, and a coat 
tree. An umbrella stand for rainy days is also 
a must. 

It is a good idea for the receptionist to have 
some other work to do when there is a lull; it is 
most unbusiness-like to have visitors find the per- 
son at the desk reading a magazine or book. In 
any Office there is typing or clerical work that can 
be done. However, the receptionist must be able 
to stop whatever she is doing without making 
the caller feel he is interrupting her. 

When a caller presents a card with an unpro- 
nounceable name, the receptionist should have no 
hesitancy about asking for the proper pronuncia- 
tion. Many people are sensitive about names, and 
it is better to ask than to cause embarrassment. 
When announcing a visitor, the third person tech- 
nique should be used. This makes for a much 
easier “out” if the man being called on is not 
available, or not interested. 

Good excuses are a stock in trade for the keen 

(Turn to page 52) 


Receptionist's other tasks should be such that no visitor feels he is interrupting when he asks a question 
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E. H. Conarroe 


Metropolitan Life Insurance Co., president 
of NOMA 


By Ewing Galloway 
The efficiency of the office is vital to the progress of all business. 


Office Managers 


*% PREPARATIONS are being rushed to comple- 
tion for the twenty-sixth annual conference of the 
National Office Management Association, to be 
held at Chicago June 2nd to 5th at the Stevens 
Hotel. In conjunction with the conference there 
will be held an office equipment display, featuring 
the products of a large number of leading manu- 
facturers producing items for use in the office. 

A number of topics of great importance to of- 
fice efficiency at this time will be discussed by 
men noted for outstanding knowledge of office 
problems and their solution. Typical of what is 
being offered to the thousands of office managers 
and other office executives who are expected to 
attend the big meeting are: “Outlook for Office 
Unionization,” to be presented by Harry Wylie, 
widely known consultant; “Keeping Employees In- 
formed,” by R. A. Hayward, Kalamazoo Vegetable 
Parchment Co.; “Incentives on Clerical Opera- 
tions,” by Waldo Williams, of Alden’s Chicago 
Mail Order Co.; and “Work Simplification in Of- 
fices,” by Allan Mogensen, an outstanding author- 
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Biggest Meeting 


ity in this field. 

The opening address of the conference will be 
given by Walter D. Fuller, president of the Curtis 
Publishing Co. and one of the founders of the as- 
sociation. Among other speakers featured are: 


Other speakers 


Dr. William R. Spriegel, chairman of Depart- 
ment of Management, Northwestern University, 
“Functions of an Executive”; James B. McCahey, 
president of Board of Education, Chicago, IIl., 
“Education as a Tool for Management’; I. W. 
Royse, Ralston Purina Co., St. Louis, Mo., “Incen- 
tives on Clerical Operations”; Edward N. Hay, 
personnel director, Pennsylvania Co., Philadel- 
phia, “Assuring Equal Pay for Equal Work”; 
Dr. Fred A. Replogle, Rohrer, Hiblen & Replogle, 
“Psychology in the Office”; Harry Wylie, manage- 
ment consultant, associate professor, Northwest- 
ern University School of Commerce, “Outlook for 
Office Unionization.” 

No effort is being spared to make the four-day 
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period in Chicago not only most productive in 
worthwhile information and ideas, but a pleasure- 
able vacation as well. June 2nd is the date set for 
the annual chapter presidents’ dinner and recep- 
tion. There will also be a banquet and a special 
luncheon. The ladies’ luncheon at the Edgewater 
Beach Hotel June 4th will feature Florence Bourke 
Ellis, well-known book reviewer, as speaker. 


Expect 1500 


The committee in charge of the conference pre- 
dicts an attendance of at least 1500 NOMA mem- 
bers and guests. This committee is headed by 
Kenneth W. Moore, General Conference Chair- 
man. J. M. Herrmann is Vice Chairman for Pro- 
gram and Publicity, T. J. Manzke, vice chairman 
for the Office Equipment Display, and Harold J. 
Roth, vice chairman for conference arrangements. 
Other members of the committee are Dean Drew- 
ry, Program; Clarence B. Carey, Publicity; G. J. 


Klupar, Meeting Places; W. M. Haddow, Registra ii 
tion; Frank E. Kelly, Hotels; Roger T. Johnson;j#™ 
Ladies ; S. L. Workman, Entertainment; Albert G1§ 

Keck, Audit. 


First postwar conference 


This is the first postwar conference of the as- 


sociation and it will highlight all the pressing 
problems of the day in a fashion which will be 
most helpful to everyone interested in the progress 
of the office. Says the committee: 

“This is the first opportunity the National Con- 
ference Committee has had to survey its work and 
communicate to every member of NOMA the feel- 
ing of pride and pleasure we have in working for 
the complete success of this, our first Post-war 
Conference. It goes without saying that all of us 
here in Chicago believe that this Conference will 
set a standard of excellence long to be remem- 
bered; we know that everyone in NOMA is work- 
ing to make this our best to date.” 


Purchasing Agents Convene 


The most exhaustive clinic ever conducted by 
a business association on purchasing problems 
will mark the 31st annual international conven- 
tion of the National Association of Purchasing 
Agents, which will be held at the Stevens Hotel, 
Chicago, May 27th-29th. 

Government officials, nationally known econo- 
mists, and business leaders best acquainted with 
the current problems of merchandise and raw 
materials procurement will address the conven- 
tion, as the capacity attendance of 2,500 visitors 
seek the answer to what the future holds in re- 
gard to the availability of supplies and materials, 
price stability, threatened inflation, government 
policies, and other pertinent questions. 

Two Washington officials will address the con- 
vention on the topic “Government Policies for the 
Year Ahead”—John D. Small, administrator of 
the Civilian Production Administration, and Paul 
A. Porter, OPA Administrator. 

The Army will be represented by Lt. Gen. E. B. 
Gregory, administrator of the War Assets Ad- 
ministration, whose subject is “Surplus Materials 
Availability.” 

Other speakers and their topics follow: 

Charles L. Sheldon, Hood Rubber Co., Water- 
town, Mass., president of the National Associa- 
tion of Purchasing Agents, “Convert Your Prob- 
lems into Opportunities.” 

Roy Haberkern, Winston-Salem, N. C., vice- 
president and purchasing agent, R. J. Reynolds 
Tobacco Co., “Buying Conditions Purchasing 
Agents Will Face in the Year Ahead.” 
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W. R. Herod, president, International General 
Electric Company, New York, “Management 
Problems During the Year Ahead as They Affect 
Purchasing.” 

R. C. Kelley, Cleveland, purchasing agent, 
Dresser Industries, Inc., “Successful Buying 
Policies in a Seller’s Market.” 

R. L. Van Cleve, purchasing agent, Carnegie- 
Illinois Steel Corp., Pittsburgh, “Material Man- 
agement of Today.” 

Fred A. Compton, purchasing agent, Detroit 
Edison Co., “Escalator Clauses.” 

Hiland C. Batcheller, president, Allegheny-Lud- 
lum Steel Corp., Brackenridge, Pa. “Industry’s 
Steel Needs.” 

R. G. Kimball, director of technical services, 
National Lumber Manufacturers Association, 
“Industry’s Lumber Needs.” 

George M. Bryant, president, Austin Co., Cleve- 
land, “Industry’s New Construction Needs.” 

H. N. McGill, Auburndale, Mass., president, 
McGill Commodity Service, Inc., “Industry’s Im- 
port Needs.” 

George W. Romney, general manager, Auto- 
mobile Manufacturers Association, ‘‘Labor—Its 
Influence on Production and Costs.” 

George S. Brady of Washington, editor, mate- 
rials consultant, and former U. S. trade commis- 
sioner to Argentina, “Peacetime Use of War 
Developments.” 

S. W. MacKenzie, purchasing agent, U. S. Rub- 
ber Co., New York, “Purchasing Personnel— 
Finding It and Training It.” 
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* AMONG the first major manufacturing proj- 
ets specifically planned for postwar output and 
to supplement war production to get into full 
gperation is the greatly expanded production 
plant of the Seiberling Rubber Co. at Barberton, 
Qhio, suburb of Akron. 

Plans for this project were started by Albert 
Kahn Associated Architects & Engineers, Inc., of 
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The office building of Seiberling Rubber Co. 


Noteworthy Postwar Office 
For Seiberling Rubber Co. 


Detroit back in 1943, when the Seiberling com- 
pany was on a day-and-night schedule on war con- 
tracts in its original production property. Need- 
ing additional facilities to step up its war prod- 
ucts volume, and with a long-range view to post- 
war market needs, the Seiberling organization 
proceeded with its own money, and on its own 
property, to expand its facilities within the limits 


Main lobby of office building looking northwest. 
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The second floor stair hall. 


of all prevailing wartime building restrictions. 

One manufacturing unit of the original plant 
housed all general offices and related services. The 
plans which provided for the extension of one of 
the manufacturing buildings also called for re- 
moval of all non-production operations to a new 


combined office and engineering building so that 
all areas in the original building could be devoted 
exclusively to manufacture. 

The new office building resembles an unbal- 
anced “T.” Incorporated in the design, for com- 


pletion at an unspecified future date, are additions 


Board Room (Office of F. A .Seiberling, chairman of the board) 
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fice building at Seiberling Rub- 
ber Co. 


In the basement corridor looking 
north. 
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which will make the overall layout generally ““H” 
shaped, with one of the two open segments of the 
“H” filled in by a projected auditorium and cafe- 
teria. 

All facilities in the present completed struc- 
tures, such as entrances and corridors, have been 
designed for the ultimate needs of the layout. 

The major problem encountered by the indus- 
trial architects was that posed by the considerable 
grade on which the new office unit is located. 
The drop in elevation in the length of the new 
building is 21 feet. 

There is an additional drop of 17 feet to the 
rear, so that the basement floor at one end of the 
new unit lines up with the first floor of the factory 
to which it connects. The problem was to ar- 


range floor levels in proper relationship to avoid. 


ramps and minimize use of stairs. 

Because of the slope, the new combined office 
and engineering unit is built at two grade levels, 
the office portion being at the higher elevation. 
Both have two stories and basement, with the 
basement of the office portion on a level slightly 
above the grade floor of the engineering section. 
To bring the next two floors in line, the high 
clearance permitted the inclusion of a mezzanine 
on the first floor of the engineering portion. The 


second floor level of the office portion is in line 
with the roof of the engineering section, which 
allows the construction of a future third floor over 
this portion. 

A separate entrance enables job applicants to be 
interviewed and examined without free access to 
the remainder of the building. Inside the main 
employees’ entrance are grouped time clocks, com- 
pany store, paymaster, hospital, and similar fa- 
cilities arranged for direct and easy access with- 
out cross-traffic. 

Entrances and corridor arrangements in the 
recently completed expansion are also designed to 
provide direct, uninterrupted access to the audi- 
torium and cafeteria when those projected addi- 
tions are made. 

The main building is 372 feet 8 inches long, 
with an average width of 53 feet 10 inches. Be- 
cause of wartime restrictions on structural steel, 
reinforced concrete construction was used. 

Finish of the main office building consists of 
smooth red face brick with limestone trim, 
double hung wood sash, and with glass blocks at 
the main entrance. 

Acoustic ceilings are provided in all portions of 
the building. Floors generally are composition 

(Turn to page 64) 


Office of President J. P. Seiberling, Seiberling Rubber Co. 
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In Purchasing Department, American Brake Shoe Co., New York 


How American Brake Shoe Buys 
For Office Needs of 59 Plants 


By Grace Buckley 


* WHETHER the specialists who staff the Pur- 
chasing department of the American Brake Shoe 
Co. at 250 Park Avenue, New York, are buying 
paper clips or a locomotive for the company’s nine 
divisions and fifty-nine plants throughout the 
country, their first consideration is efficient per- 
formance. 

This is logical, for Brake Shoe is a “precision” 
organization, manufacturing essential equipment 
for the mining, automotive, aviation, railroad, 
and shipping industries. 

The interesting story of the department’s pur- 
chasing and control of office equipment and sup- 
plies for its fifty-nine plants to insure this ef- 
ficiency, was told to OFFICE MANAGEMENT & 
EQUIPMENT by G. M. Henderson, a member of the 
buying staff specializing in this field for fifteen 
years and now purchasing scrap, pig iron, and 
other raw materials. 

Mr. Henderson emphasizes the importance of 
the department’s policy-making functions. For 
this purchasing department does not attempt to 
buy everything for its many factories. Buying is 
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centralized, in fact, only when this is obviously 
advantageous. Otherwise the department guides 
the purchasing of plant agents or chief clerks 
through scientific tests of quality and perform- 
ance that are constantly carried out, leaving the 
selection of many supplies to their judgment. 

Smaller items, including pencils, erasers, mani- 
fold paper, carbon papers and typewriter rib- 
bons, are bought by plant purchasing agents from 
local stationers in plant neighborhoods. This 
practice, in keeping with one of the company’s 
major aims, to be “a better neighbor in our com- 
munities,” builds much valuable good will. Local 
purchasing of items used in small quantities also 
obviates the need of carrying stocks in high rental 
space in the New York offices. 

This policy has an added value in developing 
the responsibility and judgment of local purchas- 
ing agents. 

Similar supplies for the main offices are bought 
from large commercial stationers in New York. 

Standard forms and letterheads, needed by all 
plants in substantial quantities, are bought in vol- 
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ume by the central purchasing department and 
shipped by the printer in New York directly to the 
plants, as they are requisitioned. 

Requisitions for forms are sent by plant agents 
to the purchasing department once a month at a 
specified time. The department then prepares a 
complete list for the printer, who ships to the 
plants the day it is received. 

Costs are materially reduced through central- 
ized buying of such forms, which include both 
centralized types for payroll and requisitions, 
used by all plants, and forms for special types of 
work which are sometimes used by only a single 
division. Smaller plants, again, may require as 
few as one hundred forms of certain descriptions 
annually. In such cases, the purchasing depart- 
ment effects a saving by ordering a larger quan- 
tity, 5,000, for example, and arranging for their 
shipment from the printer in lots of one or two 
hundred, depending upon the size of the plant. 

The department’s policy-making function and 
the careful tests it conducts are well illustrated 
in methods controlling the purchasing of type- 
writers, calculating machines, and other business 
machines for all plants. 

With the major concentration of machines in 
the New York offices, the purchasing department 
has an obvious advantage in observing perform- 
ance. A local plant needing five or six machines, 


In offices as elsewhere, 


may, on the other hand, have no other test of 
performance than the salesman’s demonstration, 
Mr. Henderson points out. The local agent’s per- 
‘sonal preference is then likely to determine the 
choice of the machines. Consequently the centra! 
purchasing department specifies the purchase of 
certain makes of machines that prove most eff.- 
cient for its purposes. 

As requisitions for typewriters and similar 
machines are received from plant agents, the pur- 
ehasing department follows the policy of placing 
the order with the manufacturer’s New York of- 
fice. 

Plant purchasing agents, however, are free to 
contact local salesmen for machines approved by 
the purchasing department. Frequently in requi- 
sitioning, the plant purchasing agents indicate 


certain models or a choice of type that the local} 


salesman has demonstrated. Such preferences 
are followed as far as possible, if the make is an 
approved one. 

If the local salesman has demonstrated equip- 
ment, his interests are carefully regarded, al- 
though the purchasing department places the or- 
der with the manufacturer. A copy of the order 
is at the same time sent to the salesman in the 
plant neighborhood. 

This cooperation gains the goodwill of the local 

(Turn to page 72) 


"For Better Health and Saner Living, Stop Needless 


Noise." Official poster for National Noise Abatement Week. 


srop NEEDLESS NOISE 
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* A REVOLVING table, equipped with a vari- 
able speed control, is used in the New York offices 
of the United States Rubber Co., in Rockefeller 
Center at 1230 Avenue of the Americas, for col- 
lation of large runs of duplicated material at a 
great saving in time, expense, and manual effort. 
This rubber-covered table, built to order about 
eight years ago, seats as many as ten workers, 
made comfortable with posture chairs, for most 
efficient handling of material in the duplicating 
department. This department was recently trans- 
ferred from the tenth to the seventh floor, with a 
reduction in space of twenty per cent by reason 
of a concentrated layout study, where it operates 
as a unit of the company’s office service division. 

It was from noting a revolving table in a store 
window display, I was told by William C. Itsch- 
ner, manager of office service for the company, 
and an instructor in office management services 
and control at New York University, that this 
unusual equipment was developed. Specifications 
were worked out with the firm’s mechanical ex- 
perts. The table operates with a heavy duty elec- 


tric motor and friction drive. The 30-inch height 
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Useful office device at United States Rubber Co. offices 


Revolving Table Speeds Work 


By Vivian Kent 


that eliminates stooping furthers the comfort of 
workers. 

Employees prefer a high rate of speed as they 
make up sets from piles of duplicated forms or 
letters on the revolving table. 

Collating costs were formerly high, as “walk 
and pick-up” collating required considerable time. 
Even when work was passed from hand to hand 
to increase speed, the chain suffered an immediate 
break when a single employee left the group for 
a moment. 

Now the revolving surface makes collation so 
rapid that a small group of workers handle a large 
run in five or ten minutes. The average collation 
ranges from 4,000 to 10,000 sheets, with runs oc- 
casionally as high as 50,000. When work is ex- 
ceptionally heavy, the department may engage 
several temporary employees for a short period. 

The swift collation that the table permits with- 
out fatiguing employees is a valuable asset. For 
this duplicating department handles much routine 
material that must be distributed immediately for 
effectiveness—general letters to branch and fac- 
tory organizations, bulletins, sales instructions. 
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Making Production Control 
Really Work Effectively 


By James A. Coltrin 


Assistant to the Vice-President in Charge of Manufacturing, 
The National Radiator Company 


%* PROBABLY no program in a plant returns so 
much in actual dividends for the amount of time, 
labor and money expended, as a simple and sensi- 
ble system of control over production. 

The more diversified the products and the more 
complex the manufacturing, the more important 
and valuable such a production-control system 
becomes. 

But setting up such a system so that it will 
really work, cannot be done haphazardly. There 
is no one system that will do the job for every 
company—not even all plants and divisions with- 
in one company. 

Commercially available filing systems form a 
convenient, and even a necessary basis and start, 
but to get the most out of them, they will need 
to be modified to fit the particular plant and its 
products. 

In designing a system of production control 
there are five never-to-be-lost-sight-of rules: 
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Design around the product, not the filing sys- 
tem 

Control everything 

Keep the system fundamentally simple 

Group the controls into logical departments 
(such as stores and material, finished prod- 
uct, daily production) 

Remember that visibility of as many records as 
possible is of prime importance 


Production control at the plants of the National 
Radiator Co. necessarily has been designed around 
the product, and not the system. The system is 
fundamentally simple. These needs can be appre- 
ciated if it is realized that the company produces 
at different locations, even different cities, the fol- 
lowing diversified products: steel boilers; fabri- 
cated steel assemblies; sheet metal fabricated as- 
semblies from airplane parts to shelving; special 
machinery; metal patterns; powdered metal for 
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se in many applications; cast iron heating radia- 

ws and convectors; condensing and cooling sec- 

yns; cast iron and steel heat exchangers; oil 
eating apparatus; cast iron boilers; and a va- 

iety of miscellaneous castings weighing from a 

w ounces to several tons. 

All production control at the National Radiator 
|5o., however, is basically the same at all plants, 
varying in detail to fit individual plant and prod- 
uct requirements. A discussion, therefore, of the 
control of cast iron boiler production at the New 
Castle, Pa., plant will make clear the system used 
throughout all plants and for all products of the 
company. 

Production control at New Castle covers every- 
thing. It begins with the issuance of purchase 
requisitions and carries through to the actual 
shipment of the product. 

Boilers are made in a variety of types and 
sizes. There are boilers for coal firing, oil firing, 
and gas firing. There are over forty sizes of 
boilers for each type, with provisions for shipping 
each size and type equipped for use either as a 
steam or water boiler. 

To facilitate control over these diversified 
conditions, standard shipping units have been 
set up. Sometimes a unit may consist of a 
single part; another may be a box or carton of 
perhaps fifty items. Some of these shipping units 
may be used on all boilers; others on only a few, 
dependent upon design or demand. 
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In addition to the current line of products, it is 
necessary that the company carry a complete line 
of repair parts for any National Radiator Co. 
boiler manufactured in the last twenty years. 
This alone totals 15,000 parts, and the system 
handles the production control of all these pur- 
chased items, production items and shipping 
units. 

Normally, the cast iron boiler business is quite 
seasonable, 60 per cent of the year’s shipments 
being made in about three months. This requires 
that a balanced inventory must be maintained for 
shipments as required. - 

All this diversification of product and handling 
requirements demands a workable system of pro- 
duction control. In the system used there are 
three distinct groupings: 


1. Purchase and material inventory control 
2. Control of finished product inventory 
3. Control of production items 


The system is built around a Kardex system 
with three cards for each item (see figures A, B 
and C). “A” is known as the purchase requisi- 
tion card, “B” the order record card, and “C” the 
perpetual inventory card. 

The first thing to be noted about card A is that 
since it contains all the essential information, this 
card has eliminated the need for separate pur- 
chase requisitions. This elimination was the first 
step in simplification. (Turn to next page) 
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(From preceding page) 
Card A carries: 


1. Complete description, giving all specifi- 
cations for ordering 

2. Vendor’s name and address 

3. Standard package or order quantity 

4. Weight 

5. Discount 

6. Terms 

7. Unit price 

8. Current inventory 

9. Monthly use 

10. Quantity to order 

11. Date required 

12. Pricing data 


Since this card actually is the purchase requisi- 
tion, it is forwarded by the plant directly to the 
purchasing department where the order is writ- 
ten and the card returned to the plant. 

On B, the order record card, are kept the dates 
showing the date the requisition was sent to the 
purchasing department, date the purchase order 
was issued, purchase order number, quantity on 
order, and the date and quantities received. 

The perpetual inventory card C gives a tabu- 
lation of every receipt and use, and shows the in- 
ventory on hand after each transaction. 

Figures A, B, and C tell the production control 
story for a 114-inch radiator plug to be purchased 
from the Jones Manufacturing Co. of Cleveland, 
Ohio. These cards bring to attention immediately 
all pertinent factors, large and small. 

Note that the plugs weigh 26.4 lbs. per 100 
pieces and that card A shows freight allowance 
on 300 Ibs. This clearly indicates that all orders 
for these plugs should specify at least 1,500 pieces 
in order to obtain the freight allowance. 


The inventory minimum quantity is 5,000. This 
minimum is not reached before ordering, but is 
known as a red-tag minimum that starts ener- 
getic expediting by the plant superintendent when 
the quantity approaches that minimum. This wil] 
be referred to later. 

From previous records it is readily determined 
that requirements for the plug are approximately 
5,000 per month. The order record cards show 
that it takes about a month and a half to get 
delivery. 

With all this information not only readily avail- 
able, but immediately visible every time there is a 
record made of withdrawal of stock, it is extreme- 
ly simple to tell when, and how much, to order to 
keep the inventory. 

When the plant stores control clerk withdrew 
400 pieces on January 7, and he made that nota- 
tion on the perpetual inventory card C, it left an 
inventory of 12,460. This was less than a three 
months’ supply. The order record card disclosed 
there was nothing on order. Since it takes one and 
one-half months to get delivery, it was time to 
place an order. 

The materials control clerk inserted the inven- 
tory of 12,460 on the purchase requisition card A, 
indicated an order quantity of 10,000 in the 
proper column, and ii the “Date Required” col- 
umn noted: 2-15. Then he routed the purchase 
requisition card to the purchasing department 
and made note of the date on the order record 
card. At this time he set a red signal at the bot- 
tom of the order record card for January 15. If 
his copy of the actual purchase order has not been 
received by that date he will check up with the 
purchasing department every third day until he 
does receive it. 

(Turn to page 60) 


Ay 
ae] Talal sg 
i o3) sila lai 
1 2 
Box Wo. 1 | | 
/O \/o 
Box No. 2 , ‘ 
*““lLé le 6 
1 2 
Box Ho. 3 
lA 1/2 ot 
ee FBO}RO}] 76 | RF |/ZE) / VA 
FIGURE - D 


OFFICE MANAGEMENT AND EQUIPMENT 


May, 1946 


: — & a . r eo : ie y <4 is 0 a a. oe i - eg 
2 : LM 
‘i a 
oe 
= 4 
a e 
-_ eg 
aaa ¢ 
an 
a 
ata Le: ! 
eae j 
ae 
i 
a 
ae 
iS 
sa 
4 
“ee a a ‘ 
UC 
a > 
a 
7 
= 
Fi ae 
ie ae 
3 nn 
2 a 
i ae 
fe ee 
- - 
< 
ac 
ee ae 
ee! aay 
a 
sae 
re nae 
Fam 
pee 
aI we 
ae ol 
a el 
Bi =a 
ae 
"ail ae 
— 
a 
Toa 
4 ee. ia 
cob nen wi 2 Pe ee oe eee 
ae 
co c 
a 
ea s 
— + | 
: a 
2 . 
2 an 
ss. Wa P 
sf i £ 
(oh a 
a ] 
ed 4 
Po 4 he 
tues 
i: Fr ‘ 
7 een i 
ae 
ed 
ce 
es Pe 
ae 
ie cap 
Bene a - 
a | 
—  - 3 
: ae 
; § ‘it am 
Rule 
er 
aig a ; 
e - 40 ee | 
i= _ 
a ae... Ee ae te 2. Se oe ee ee 
a ca?) Sea. ee ia a on SES: aa SS ee 


1946 


Luncheon time in employees’ restaurant, Bankers Trust Co., New York 


Food and Refreshment 
at Bankers Trust Co. 


By Alice Cambridge 


* A SPACIOUS, inviting restaurant, where tea, 
coffee, and milk are provided without charge and 
sandwiches and light luncheon dishes—a recent 
innovation—are served practically at cost, re- 
lieves employees of the Bankers Trust Co., 16 
Wall Street, New York, of the stress and strain 
and substantial expense inevitably linked with 
noon time lunching in the crowded financial and 
business districts. Encouragement of friendly 
contacts that make the day’s work go smoothly is 
another marked advantage. 

The importance that this bank places upon re- 
freshment to relax tension and step up energy is 
also suggested by the recent installation of dis- 
pensers for the purchase of soft drinks on floors 
adjoining departments where workers are en- 
gaged in routine tasks or operate business ma- 
chines constantly. This opportunity to obtain re- 
freshment adds to the sociability of rest periods, 


May, 1946 


arranged by heads of such departments as Stock 
Transfer, where many employees type names on 
stock certificates all day. 

The popularity and investment value of the in- 
viting restaurant and free beverage service, main- 
tained for many years, have been thoroughly dem- 
onstrated. 

During the luncheon period, from 11 to 2 o’clock 
a daily average of 900 to 1,000 employees (more 
than fifty per cent of the main office personnel of 
1,800) lunch in the ninth floor restaurant. Daily 
beverage servings average 1,300 cups of coffee, 
200 cups of tea, and 800 glasses of milk. 

Many employees bring home-prepared lunches 
of sandwiches, fruit, and pastry, which with the 
serving of hot beverages or milk make a well- 
rounded, appetizing meal. 

Now, with the sale of sandwiches, salads, soups, 
and light luncheon dishes supplied through ar- 
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rangement with a caterer, restaurant patronage is 
expected to increase materially—especially as to 
the proportion of men. A separate section in the 
6,000-foot area is set aside for their use, but the 
majority of men have lunched outside the bank 
owing to their customary reluctance to bother 
with a home-prepared lunch. Prepared foods now 
supply the masculine appeal previously lacking. 
Smoking is permitted throughout the restaurant. 

The new menu, planned by a committee of the 
Bankers Club, a recreational and welfare group 
in which practically the entire personnel is en- 
rolled, meets actual food preferences that em- 
ployees have expressed. 

Prices charged for foods are also determined 
by this group. Exclusion of overhead charges 
through the free use of facilities that the bank ex- 
tends permits pricing close to costs. Any small 
margin of profit resulting from the sale of foods 
in the restaurant will be used by the Bankers 
Club as a reserve for its recreational activities. 

By lunching in the restaurant, employees for- 
merly averaged savings of about 50 cents a day 
—perhaps two or three dollars weekly—for regu- 
lar luncheons in restaurants in the financial dis- 
trict are approximately $1.50 to $1.75, and the 
price of a simple meal of soup, pie, and milk is 
usually as much as 75 cents. 


Bankers Trust Co. restaurant is well-equipped, well-staffed to give smooth, efficient service 
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Fully as important as the dollars-and-cents 
economy, which remains substantial with the 
serving of foods at cost, is the saving of time and 
wear and tear on nerves that elimination of de. 
lays in waiting for seats and service effects. With 
eighty tables for four, the restaurant has ample 
seating capacity. Unhurried meals are further 
insured by the staggering of lunch periods by the 
various departments. 

Valuable in simplifying and speeding service, 
so that operating costs are kept low and over- 
crowding is avoided, is the stainless steel kitchen 
unit, planned for maximum efficiency, now en- 
larged to include sandwich, food, and beverage 
counters. The unit is equipped with an Amcoin 
coffee urn, an urn holding two 40-quart cans of 
milk, two cream-dispensing machines, and two 
refrigerators for storage. There are two auto- 
matic dish-washing machines, one of them for 
glasses. 

The spotless kitchen is located so that counters 
adjoin the entrance and exit. As bank employees 
enter at one side, they are served tea or coffee 
from urns or pick up glasses of milk, prepared 
in advance on trays. They help themselves to 
sugar from a large bowl on the counter. When 
they have finished luncheon and walk to the exit, 

(Turn to page 56) 
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BELOW: 
A FLUSH MOUNTED gold point in an enclosed 
feed chamber, is a patented new feature of the 


Moore Fingertip pen. This assures instant writing, pro- 
tects against drying out, prevents entrance of dust 
and dirt, and keeps the writer's fingers clean. The 
flush mounting of the point into the surface of the 
enclosed point section permits the use of any style 
point. This pen also features an extra long clip, which 
allows the pen to ride deep in the owner's pocket. In 
eight colors, lustre black, sunset red, vintage wine, 
starlight blue, woodsman green, eiderdown white, au- 
tumn pearl, and seaspray pearl. Made by the Moore 
Pen Co., 29? Melcher St., Boston. 


RIGHT: 


UTILITY TUBE STEEL STANDS made by 
Maso Steel Products, 418 South Clinton St., 
Chicago 7, Illinois. Both have hard tem- 
pered masonite tops, guaranteed against 
warping. At the left is the Streamliner. Its 
legs are made of I-inch tube steel; it has 
turdwood rails and is finished in walnut. 
Measurements: 16 x 20 inch top; height, 27 
inhes; two drop leaves 9 x 16 inches. At 
he right is the Champion with curved wal- 
nut legs, and |-inch heavy gauge steel tub- 
ing. It also features '/2-inch solid steel tie 
tds plated, continuous piano hinges, new 
tyle patented drop leaf arms plated; and 
ssy rolling casters. Its top measures 14!/2 
118 inches. With the two drop leaves, 9 
114'/y inches, the table has an overall size 


#36 inches. Both these models are 
tipped K.D., but they are easy to as- 
wmble. The list price of the Streamliner is 


$11.68; the Champion, $13.30. 


NEW THINGS 


in the News 


ABOVE: 


A NEW MODEL, now available for nationwide distribution. This is the second 
postwar Addressograph-Multigraph duplicatiing machine. It is designed to 
eliminate waste in the reproduction and use of business forms in nearly every 
phase of industrial or office operation. Completely modern in engineering 
and appearance, it represents the first entirely new direct process multigraph 
machine developed in many years, say its makers. It has a hammered metallite 
finish, and unit construction of welded angle-iron frame rigidly cross-braced to 
insure permanent alignment of all correlated elements. Among its many features 
are an automatic vacuum-type paper feeder capable of handling weights and 
grades of paper from bond of 13 pound substance to cardboard 1/16 inch thick; a 
hand-feed table for use when work cannot be fed automatically; a built-in power 
drive with centrifugal clutch; a variable speed control with a range of from 
3,000 to 6,000 revolutions per hour, and a simple timing device which makes 
feeder and jogger timing easier, faster, and more positive. Other new features 
include ink fountain control, an ink roller cleaning device, faster ribbon feed, 
micrometer platen adjustment, wide paper stop fingers, needle and oilite bear- 
ings, and a cabinet stand which has doors on the operating side and storage 
racks for ink rollers, tools, and frequently used supplies. All attachments de- 
signed for the company's Model 200 can be used with this new model, Model 
— me by the Addressograph-Multigraph Corp., 1200 Babbitt Road, Cleve- 
and 17, io. 
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ABOVE: 

COMBINATION DICTATION TRANSCRIBER. This is 
the Filmgraph model HM, the latest development in the 
line of sound on film recorder-reproducers, made by the 
Miles Reproducer Co., 712 Broadway, New York 3. Housed 
in a cabinet with front and back removable doors. Overall 
dimensions, 1334 inch deep, 1434 inch wide, and 10 inches 
high. Complete weight 25 pounds. The cost of recording 
is about five cents per hour. Equipped with an electro-mag- 
netic head it records and reproduces. Has a counter to 
indicate the point on the film where a recording begins and 
ends; speed control; voice relay, whereby the machine starts 
when the voice is transmitted and stops when the voice stops; 
volume control. Recorded reels, made of the company's pa- 
tented plastic, can be accurately indexed. Recording lasts ap- 
proximately 20 minutes. Audible signal warns of the end of 

e film. Rewinds electrically in about 15 seconds. Record- 
ing is permanent and may be played back hundreds of times. 
The instrument can be used as a public address system. A 
two-inch loud speaker is installed so that a talk or speech 
cen be broadcast by public address and recorded at the 
same time. 
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ABOVE: 


THIS DIAGRAM shows the operation of the new Call-Back 
unit for Intercom-paging systems manufactured by Executone, 
Inc. 415 Lexington Ave., New York 17. The company's new 
unit is a combined call-back and sound reproducer unit de- 
signed for use with high noise level coverage industrial com- 
munication systems. It is used with combination intercom 
and amplified voice-paging systems having any number of 
fully intercommunicating master stations, trumpet speakers, 
and other standard reproducers. This unit doubles the 
efficiency of the intercom-paging system by reproducing the 
paging call clearly and permitting the person called to re- 
ply and converse directly with the executive originating the 
call. Anyone having an intercom master station on his desk 
can originate a paging call in addition to having regular 
two-way intercommunication with all other master stations. 
When the person paged depresses the key on the call-back 
unit, all other amplified reproducers and call-back units are 
automatically silenced. Housed in a walnut cabinet, this unit is 
7'/, inches high, 6!/2 inches wide, and 5!/2 inches deep. 


LEFT: 


FOUR YEAR'S WRITING, without refilling! What is ar- 
nounced as the first pen in history guaranteed to write 
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four years without refilling was introduced April 15th by 
the Reynolds International Pen Co., North Fremont St., Chi- 
cago. New model, second developed by the company, was 
demonstrated at a press conference at the Waldorf-Astoria, 
New York. The four-year ink supply guarantee is double that 
made by the company for its first pen. Franklin Lamb, 
president, said the company has taken advance orders for 
approximately $3,000,000 worth of the model, including one 
for 10,000 pens from Gimbel Brothers, New York. He an- 
nounced that the new pen features four major design changes 
and will utilize a new printers’ type ink. The four structural 
advances include a retractable cap which will slide over the 


ball bearing when the pen is not in use; interchangeable ; 


tops, making the pen convertible into models for both men 
and women; a controlled pressure ink chamber; and new 
overall styling featuring reduced weight, shorter length, and 
better balance. The retail price will be $12.50. 
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BELOW: 


OAK UTILITY TABLES offered to the office by the Wells Office 
furniture Co., 725 South La Salle St., Chicago 5. The top is 24!/2 
1 17% inches overall, of 11/16-inch five-ply rift oak. Rails are 3 
inches all around. The plain oak 26-inch legs are 15 inches square. 
Packed four to a carton, with a shipping weight of 36 pounds. Each 


table lists at $12 each. 


RIGHT: 


BECAUSE DRAFTING INSTRUMENTS must be firm, 
lightweight, and accurate, the Cardinell Corp., Montclair, 
N. J., uses Celluloid in making the triangles, protractors, 
tulers, and T-square shown here. The plastic permits blank- 
ing out the smallest apertures without damage. Riveted 
turn tables to hold sliding arms on slide rules may be 


| mounted firmly to hold the attachment at the desired angle 


without undue pressure. The clear Celluloid allows the 
specification sheet to be seen. Absorbs shock. Printed 
markings may be embossed or engraved, and surface stains 
may be easily removed with a soft damp cloth. 


ABOVE: 

A PLACE IN EVERY BUSINESS. The filing unit for the 
busy executive. All steel, this time-saver file has two 
drawers, and a hinged top which opens completely for easy 
access to the top file without having to open to slide out the 
drawer. It also features a positive compressor, a guide rod, 
and easy rolling 1'/2 inch casters. There are individual locks 
on the top compartment and the drawer. Has attractive 
metal pulls and label holders and an olive green finish. 
Desk height, 30!/2 inches. Made in letter size, $36.25; and 
in legal size, $41.25. For additional information write Busi- 
ness Efficiency Aids, 7916 Lincoln Ave., Skokie, Ill. 


LEFT: 


THE REDESIGNED Lyon steel locker features recessed 
flush-type handle, an exclusive Lyon design, for modern ap- 
pearance and use. It has a bulb angle frame, which per- 
mits streamlined hinge treatment. Rubber silencers have 
been increased for hushed operation. All vital points are 
projection welded for trouble-free operation of doors. All 
steel parts are finished with a heavy coat of enamel, baked 
at not less than 300 degrees for durability and attractive- 
ness. Finished in green enamel. Its manufacturers say it 
is impossible to remove hinge or drive pin from outside of 
door when door is closed and locked. Locked by a device 
engaging the door jams opposite the hinges. A num- 
ber plate is available with each locker, at an extra charge. 
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ABOVE: 


A FULL LENGTH NOVEL may be written without refilling it, 
says Eversharp, Inc., Empire State Bldg., New York, of its new CA 
Repeater pen, limited quantities cf which are now on sale in major 
cities of the country. This new writing instrument works by capil- 
lary action. It writes smoothly and is self-blotting, rolling the ink 
on dry. The company says it will write from three months to three 
years without refilling. It reloads cleanly, and a cartridge change 
takes only 15 seconds. It writes in any color, merely by changing 
the cartridges, which will retail for 50 cents each. The company 
says this new pen will not leak at any altitude, and the ink cannot 
be shaken out. It writes on any material, even writing dry when 
submerged urder water. Six to eight carbon copies may be made 
at cone time with the pen. Made of pyrolin with a gold-filled cap, 
the pen retails for $15. A gold-filled repeater retractible pen, to 
be available in the near future, will retail for $25. The Eversharp 
CA Repeater pen was designed by Raymond Loewy, noted industrial 
designer. 


LEFT: 


BELOW: 

MUSIC HATH CHARM ... The Stark Sound Engineer- 
ing Corp., Fort Wayne, Ind., introduces the Stark Streamliner, 
a complete sound system for music and communication. The 
entire system is operated by three controls mounted on a 
panel. It operates on 110 volt, 50/60 cycle current, and 


. comes completely assembled and ready for operation. Vol- 


ume of music may be reduced while the microphone volume 
is stepped up for use as a public address system for 
speeches. announcements, and paging. Latest approved 
straight-line frequency amplifier power is sufficient to 
supply up to 25 auxiliary speakers, as well as seasonal outdoor 
broadcasting unit. Radio equipment is optional. Has a 
built-in speaker. A combination hand-desk microphone is 
a part of the equipment. Additional microphones are also 
available, as is an executive monitor microphone. An 
automatic record changer for continous playing of 10 inch 
and 12 inch records is offered. The Streamliner is compact 
and easily moved. It is 26 inches long, 18 inches wide and 
16 inches high. The cabinet is of modern design. Units are 
available for immediate delivery. 


NO LARGER than an ordinary fountain pen—the new 
pocket Cado Flo-Master Fountnbrush. 


An all purpose 


identification marking and drawing instrument for use on 
any surface, paper, wood, metal, glass, or cellophane. It 
combines the features of crayon, paint and ink. According 
to its makers, the Cushman & Denison Mfg. Co., 133 West 
23rd St., New York, an automatic valve eliminates leaking, 
flooding, and sweating. Made of satin finished aluminum, 
it is designed to be used with Flo-Dri colors, also made by 
the company. These colors are instant drying, waterproof, 
weatherproof, smearproof, fade resisting, and permanent. 
Attractively packaged in a wide selection of complete units 
to fit many varying requirements for marking and drawing. 
Display materials are furnished. 
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Harris & Ewing 


Senator Wiley and his office staff 


ls Yours a Happy Office? 


By Hon. Alexander Wiley 


United States Senator from Wisconsin 


* THIS is a mighty important question, because 
a happy office is a productive office. But what do 
I mean by “happy office’? I mean one in which 
every one from the boss down to the charwoman 
enjoys the work and enjoys the work associates, 
and gives to the job his or her best. 

“An impossibility,” you may say, “an imprac- 
tical dream—no such office exists.” Well, perhaps 
so. Perhaps the nature of men and women is 
such that an entirely happy office can never be 
achieved under the stresses and strains of modern 
business life. But at least this represents an ideal 
which we, as employers or employees, can aim at. 

Of course, by a “happy office’ I do not mean 
a noisy, undisciplined madhouse where the em- 
ployees have the time of their lives chattering, 
making personal calls, gold-bricking, and so forth. 
Obviously, such an office is as incompatible with 
efficiency as is a ball-and-chain office, where ter- 
rorized employees sit sullenly at their desks, in 
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mausoleum-like silence, doing their tasks, but 
anxiously awaiting the 5 o’clock whistle. 

The findings of modern personnel management 
indicate that an office which avoids both of the 
above extremes and instead practices self-disci- 
plined, spirited democracy with proper respect 
for authority achieves high output with a mini- 
mum of wear and tear on its workers and super- 
visors. 

But perhaps you may be wondering at this 
point why I am at all interested in submitting 
this problem to you. There are several reasons. 

First, I am interested in the. problem of happy 
offices because I believe in happy people. Happi- 
ness is man’s birthright. We were made to ex- 
press joy, to radiate good will. Our constitutional 
republic is dedicated to that ideal. Therefore, we 
should no more have dictatorship in the office than 
we would have dictatorship in the home or the 
school or the public forums. Wherever he is, the 
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dignity of the American should be respected, his 
birthright should not be denied him, he should be 
treated like a human being. 


We can teach it 


American offices can teach office happiness to 
the world just as American government can teach 
the way to achieve the people’s happiness in gov- 
erning themselves. We can teach that it is the 
happy citizen who achieves the greatest good for 
himself and his brothers, just as it is the happy 
office worker who is the best worker. 

Second, I am interested in submitting this 
problem to you because the achievement of happi- 
ness in the office was my goal throughout my 
thirty years of running a private law practice. 
I found that true office happiness paid off in work 
dividends and spiritual dividends. And I believe 
that my findings can be duplicated in your own 
private enterprise. 

Third, I have been interested in achieving hap- 
piness for the nine or so employees of Uncle Sam 
working with me in my office throughout my 
seven years in the U. S. Senate. Only a happy 
Senatorial office can possibly handle the 300 or so 
pieces of correspondence that come to us every 
day, in addition to the telegrams, the long dis- 
tance phone calls, the visitors, the delegations, the 
jiobbyists. 

Part of that job consists of public relations. 
We want to make a sincerely good impression on 
all who come to our office or write to it or call it 
—a good impression not so much of the Senator 
but of the State we represent and, indeed, most 
important, of the U. S. Senate as a whole and of 
our form of government. 


Meeting the problem 


This then is the background for my interest in 
this subject. May I now make a few suggestions 
on how the problem of achieving happy offices 
may be met: 

1. By Fairness and Equity in Employer-Em- 
ployee Relationships. 

The best atmosphere for office happiness is, of 
course, that in which fair play prevails. Favor- 
itism, discrimination, broken agreements, arbi- 
trary rulings—all of these prove the bane of over- 
all employee satisfaction. When, however, the 
employee feels in his heart that he is getting a 
fair break and a square deal along with his asso- 
ciates, he has been given the indispensable condi- 
tion for his contentment in the office. 

2. By a Personal Relationship Between the 
Employer and the Employee. 

The position of the U. S. Senator well deserves 
the respect of our citizens and of every employee 
working in a Senator’s office. But I have never 
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felt that the position commands abject subseryi. 
ence on the part of employees, that it is necessary 
to keep an unbridgeable distance between myself 
and them. Although we are almost continually 
busy, everyone of the employees in my “shop” 
has leave to bring to me any personal problems or 
subject of a personal nature at a convenient time, 
I, personally, try to work alongside my employees 
as the occasion warrants. 


“Holy of holies" 


Why should any employer be treated as a “holy 
of holies” who can neither be seen nor heard by 
his employees? To treat him as such deprives the 
employees of knowledge and understanding of | 
their employer and makes them rely on hearsay 
and gossip. It deprives them of a sense of per- 
sonally “belonging” in their job. 

On the other hand, if the employer were to 
greet his employees with a warm word in the 
morning and a kind word of farewell at night, if | 
he were to make a thoughtful remark on the en- 
ployee’s health or that of some member of his 
family, if he were to graciously remember to 
mark in some slight way the employee’s birthday 
or to make some appropriate gesture regarding 
the employee’s wedding, surely these can have 
immeasurable beneficial effects on both the em- 
ployer and the employee. 

3. By Encouraging Teamwork. 


Satisfaction in a job well done is increased 


many-fold when that satisfaction can be shared 
with others. Teamwork is essential in the modern 
office. With tasks being specialized more and 
more, it is important that they be integrated by 
a spirit of mutual help and hope. Joint production 
goals must be set, just as individual goals should 
be devised for each employee. Each person should 
feel a joy in personal achievement and in help- 
ing others to accomplish their own jobs. When a 


particular employee is hard put to complete his 
assignment through no fault of his own but be- 
cause, for example, of an unusually heavy day, he 
should be able to call upon others to pitch in 
wholeheartedly and help him. Almost all the ad- 
vantages of specialization will be nullified if the 
office becomes a collection of smug, self-satisfied 
sub-offices, each caring little for the other’s prog- 
ress, each interested only in performing its sepa- 
rate function. 

4. By Encouraging Suggestions. 

If the employee is treated like a robot, he will 
behave like a robot, doing just so much and nothing 


(Turn to page 64) 
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% OFFICE atmosphere is not wholly a matter of 
heat and cold. No office is ever kept happy 
through temperature alone—but it helps. Those 
Monday morning and over-hours blues and head- 
aches cannot be blown away by a well-placed elec- 
tric fan. However, it is a fact that a well-venti- 
lated office winter and summer makes for better 
working conditions. 

In winter, your office should be warm, without 
being stuffy. At all seasons air circulation is im- 
portant. Air circulation always presents a prob- 
lem, and calls for all the equipment you have 
available if you are to provide the most efficient 
working conditions for your staff. In particular, 
those electric fans you’ve been regarding as strict- 
ly summer equipment can be of considerable help 
in any season. 

With fuel shortages in many parts of the coun- 
try and cool days disregarded by many landlords 
in consequence, techniques for getting the maxi- 
mum heat from radiators and registers may be a 
boon in any office. Here’s a tip on how to use 
your electric fans to get maximum heat from 
radiator installation next fall and winter: 

For steam or hot-water radiators: Place the 
electric fan, set for fixed-direction operation, on 
the floor before the radiator 12 to 18 inches from 
the grids. Tilt the fan back at a 45-degree angle, 
set the speed control for the slow RPM, and let a 
steady stream of air blow into the radiator. Shift 
the fan until you are getting maximum warm air 
in circulation throughout your office. 

For hot-air registers: Place the electric fan, 
set for fixed-direction operation, in front of the 
register, facing away from it. The fan should be 
raised on a stool or low stand if the register is set 
high in the wall, so that the center of the fan 
corresponds roughly to the center of the register. 
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Set the speed control low and tilt the fan in such a 
May, 1946 
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Electric Fans 


and 


TT. Office Atmosphere 


By R. H. Patton 


manner that a steady stream of air is drawn di- 
rectly from the register. Here again, experiment- 
ing will give you maximum results. 

The most important use for an electric fan is 
to provide proper air circulation. In winter, 
warm air in circulation is desirable. In warmer 
weather, air in circulation helps keep bodies and 


At top: Getting maximum warm air circulation on chill days. 
Below: Protecting workers from direct air blasts. 
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tempers cool. Direct blasts on sedentary workers 
are irritating and mess up desks and dispositions. 

For comfort and health (which mean maximum 
efficiency) the air in a normally populated office 
should circulate at least thirty times an hour— 
once every two minutes. In the absence of such 
circulation, even in a room where the air is of 
proper temperature and humidity, a thin enve- 
lope of air, warm, moist, and oppressive, forms 
around each person. This causes a feeling of rest- 
lessness, fatigue, and even dull headache, and con- 
tributes largely to the mid-afternoon drop in 
efficiency. 

To alleviate this condition use your electric 
fans to create a steady, gentle circulation. Place- 
ment of the fans to achieve the desired result is 
mostly a matter of recognizing that your pur- 
pose is to provide circulation, not a breeze, and of 
applying a few simple laws of physics. Hot air 
rises, cool air falls; therefore it is advisable to 
place your fans higher in cool weather than in the 
summer, particularly on the side of the room 
where your heat source is located. By raising 
your fan level, the warm air which collects at the 
ceiling is moved around the room. 

Moving air tends to develop a pattern of air- 
flow; therefore place your fans so that one aids 
another in creating the flow of air you desire. For 
example, one fan could be placed on the floor and 
another mounted on the wall above, keeping the 
air in motion in a fixed route. A circular air-flow 
pattern is formed, for as the air cools it begins to 
descend, returning finally along the floor. 

Such a circulation should aid in preventing 
along-the-floor drafts from windows, since the 
trend of flow is in the opposite direction. In ad- 
dition this arrangement of fans supports the nor- 
mal pattern of air flow with rising currents from 
a heat source, and cool air dropping. It is pre- 
cisely that action which causes the “bumpy air” 
about which aviators talk. 

Each room is, of course, an individual prob- 
lem, and must be treated as such. In the case of 
rooms with high ceilings it might be desirable to 
place fans well up on wall brackets and tilt them 
slightly downward so as to break up the pockets 
of warm air which collect near the ceiling. Or 
you may have a wide, long room, so wide that the 
current of air from a fan drops before it covers 
the full distance. In such instance, fans mounted 
high on both sides of the room above the heat 
sources and blowing toward each other will cre- 
ate a double circulation pattern, with the air ris- 
ing at the walls and descending at the center of 
the room. For all cool weather operation it is well 
to remember that in most situations fixed-direc- 
tion operation at low speed will give best results 
in creating and maintaining a smooth, steady cir- 
culation pattern, since use of the oscillator creates 
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Not a direct window draft but fan circulation of air helps 
cool the office 


a less regular and more noticeable flow of air. 

For summer operation your circulation prob- 
lem is little different. Instead of controlled heat 
sources you have all the great out-of-doors, and in- 
stead of trying to create warmth you're trying to 
alleviate it, but basically your problem is still to 
break up barriers of heated air which persistently 
try to form around each person. 

A more rapid air flow is also desirable, for a 
consciousness of the movement of air around the 
individual adds to the feeling of coolness. 

A practical placement for an electric fan used 
by one person or a small group of persons located 
close together is 2 to 5 feet above the floor, 6 to 10 


(Turn to page 74) 


Our Cover Picture 

% OFFICE of John Ballard, president, Bulova 
Watch Co., in the International Building, Rocke- 
feller Center, New York. Mr. Ballard wanted the 
office streamlined for his own dynamic way of 
doing business. He wanted it clean-cut and effi- 
cient, without frills and fussiness, and designed to 
reflect the stability and integrity of the company. 

The office is used primarily for conferences and 
for such dictation as Mr. Ballard finds necessary. 
Telephones had to be within easy reach, and yet 
not have tangled wires snaking across the desk. 
The desk itself, while a place for a man to work 
at, is primarily a round table for discussions. 

The entire office is done in American walnut, 
with the central part of the desk, as well as the 
chairs, upholstered in natural top grain steer- 
hide. The special woven drapes are in coarse 
texture silk, with a bold pattern of tans and 
browns on a beige background. The carpet is 
soft brown. 

Morris Lapidus, New York, was the architect. 


May, 1946 


Mere be ole eee Ae n ° GG eT Se | Oe i ae ee 7 ae > eee ah 
= ‘a ; ae oe - oe ee ae Be. hte 2 em o 
ry 7 _% a i Me Sie oa a : s 
ay 
i ae 
ahs 
; *,, oy 
aa | 
Bek la 
Shi ‘pee 
- 
- 
‘a « 
ie VY ‘ 
he a 
ee. ee 
ay 
aa 
a 
Bee. 
Tae | 
aa , 
oo i 
ey 
a | 
2 a R } 
eo — 
ie) an ~— | 
aS er ff ae 
Se ac ‘ 44 oa 
2 nn os 
2 a a j = 
Be ne Bo 
Po = am = 
ee A ae = 
es see eee . 
Pe ‘  —— : 
a, =a j 
Lee 7 f 
Pea 7 7 
i a 
me ae 
‘ie an 
bo 
ee 
a 
ae 
ar ae 
a a 
Pe: ae or - 
se fee 
ae 
a es %& 7 
“Ses 
a i 7h 
| 
oe 
x ‘oe t 
ae 
ae 
ae 
i ae 
ae 
a 
2 
4 si ar 
oh 
et ee 
a 
es oe: 
a 
or 
ane 4 
en 
ae 
te e a 
i. 
ae 
ee 
7 te ee 
es 
ae 
ae | , 
~ 2s 50 ee | 
i F a ie owt: et i. a —-\ a he eh Se ae 
an e 5 .  ——_ ‘ > a) 4 et ae Bis 3 ‘ae = 5 . “HALEN: Seas. ;: 
BY te aa a: Cee eae i = oe a cl 


r. 

»rob- 
heat 
id in- 
ng to 
ill to 
ently 


‘or a 
1 the 


used 


‘ated | 


to 10 


PERMANENCY 


IT 


May, 1946 


NT 54 ROY 


SHEAFFER oq 
tien Say ish 
. as 4 


ar Be 


Eee 


It's the ideal business writing fluid—the 
only Flow Control bottle—can't dribble, 
spatter or spurt — never causes soiled 
hands or ruined papers! .. . Permanency 
that withstands the effects of sun, heat, 
air, even scalding water — with bright 
legibility limited only by the life of the 
paper ... Free flowing, quick drying—no 
acids nor sediment—ALL pens write bet- 
ter, last longer. 


Here's the combination that meets 
every writing fluid need in every office 
BETTER ... The writing fluid you'll want in 
your office — SKRIP! 


SHEAFFER'S 


W. A. SHEAFFER PEN CO. 
Fort Madison, lowa 
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‘® Whether you're perfecting a trapeze act or 
building sound business it takes practice to 
win confidence. 


The confidence of your customers in you 
and your merchandise — your confidence in 
your sources of supply and their products— 
build the reputation that spells success. 


Our understanding of this is a dominant 
reason why ACCO has made it regular prac- 
tice to concentrate on quality in all ACCO 
Products. The ACCO name on paper fast- 
eners, for instance, is known to mark the best 
product obtainable. 


You know it, your customers know it. 
Reason enough for good stationers every- 
where to concentrate on ACCO Fasteners 
exclusively! 


PRODUCTS. Ime. 
39th Avenue and 24th Street 
LONG ISLAND CITY. N. Y. 


The Receptionist 
(From page 28) 


receptionist. By this I do not mean that the receptionist 
should not be an expert alibier, but that she should know 
and understand many of the reasons that make it incon- 
venient for the person asked for to see the visitor at 
that particular time. Her explanation must be convincing 
when she tells the caller that Mr. So-and-so is sorry not 
to be able to see him as he is in conference, or has to leave 
the office immediately for an appointment or whatever else | 
the excuse is. 

Some large offices are so open in layout that a caller can | 
see the person he is calling on from the foyer. This makes 
it a little difficult when the person called on is unable to 
receive the visitor. But even then an old reliable story stil] 
holds good. 

“He is working under pressure on a job, which he just 
can’t leave at the moment, so will you please excuse him?” | 

If a caller announces that he is on hand to keep an ap- 
pointment, the receptionist should check the time and try 
to see that the man called on fulfills his part of the bargain. 
Nothing is more irritating than for a visitor to rush to 
keep an appointment on time and be kept waiting. His 
time is valuable, too. Sometimes a delay is unavoidable, but 
a reminder at intervals is in order. 

The receptionist needs an under-study, not only to take 
over in the lunch period and relief periods but to carry on 
in case of sickness or absence for other reasons. 

A certain amount of decorum must be maintained in the 
reception room, to uphold the dignity of the office. Conse- 
quently it is part of the receptionist’s job to discourage peo- 
ple from making themselves too much at home. 


Wanted to marry 


A recent visitor to our reception room arranged himself 
comfortably in a large chair and promptly fell asleep. He 
had apparently been imbibing too freely. He had presented 
his card, but said nothing. After letting him have a few 
minutes rest, with a little gentle prodding and inquiry I 
learned he wanted to see one of the young women in the 
office. He told me he wanted to get married and thought 
this particular young lady might be a good prospect. As it 
was the lunch hour, I told him that she was at lunch and 
that it might be a good idea for him to have his lunch, 
too. He wasn’t so interested in that idea, so I had to come 
through with the punch line that at another time he could 
be much more convincing in a well-pressed suit. I told him 
also it would be more to his advantage to wait until he felt 
more aggressive. A little more of this talk, and he was 
convinced and left. 

The receptionist should have a nice speaking voice, and 
the ability to put people at ease. Tact, diplomacy, and un- 
derstanding are necessary. She should like people, be- 
cause they are the commodity in which she deals. She 
should be neat in appearance, and dress conservatively. Ex- 
perience is not necessary, but a receptionist must have 
personality and must enjoy her work. Each day is a new 
venture in itself. 

Some years ago, it was the custom of our firm to have 
a monthly get-together. We would have dinner, followed 
by talks by the various heads of departments explaining the 
part they played in the organization and how other members 
of the company could help them to do a better job. On one | 
of these occasions it was my turn to speak. When I con- 
cluded, the president arose and paid me one of the finest 
compliments I have ever received. He said that I was the 
best “front door” an agency ever had, and I have tried to 
live up to his praise ever since. 
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TAKE THIS TWO-WAY SPRING TONIC TO CURE | 7. \ 


"FINDU-TIS’” 


1. GLOBE-WERNICKE STEEL FILES 
2. G/W SAFEGUARD FILING SYSTEM “y what you have Bled: 


Now You Can Buy Them TOGETHER to Make Your Filing 
and Finding As Easy As Sharpening Your Pencil! 


~ G/W Famous Feather-Touch 
FILING CABINETS 

Globe-Wernicke precision-built 
steel filing cabinets have al- 
ways been first choice’ of dis- 
cerning buyers throughout the 
world. They are second to none 
in smooth, easy operation even 
when filled to capacity. Their 
fame for lasting dependable 
service is derived from quality 
materials, fine craftsmanship 
and leadership in engineering. 


G/W Packaged SAFEGUARD 
Filing Outfits 
Prompt-acting and effective in 
every instance of Find-i-tis*, 
the Safeguard Outfit is de- 
signed for immediate installa- 
tion in any letter size file of 
1, 2, 3 or 4 drawers. Includes 
everything needed—guides, 
folders, instructions, in one 
handy package! For larger, or 
special requirements, ask your 
G/W dealer to make a survey. 


LET YOUR G/W DEALER tell you how easy 
filing and finding can be. Get your FREE 
COPY of famous ‘Find-i-tis’’ Book. 


MAIL COUPON NOW! 


FREE 


“FIND-I-TIS”* BOOK 


The Globe-Wernicke Co. 
"Headquarters for Modern Office Engineering” 
Dept. GO-546, Norwood, Cincinnati 12, Ohio 
Please send famous “‘Find-i-tis”’* Book showing the quick, easy, 
accurate way to file. 


| City eS 
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@ When a customer leaves your 
store after purchasing a quality product you 
may rest assured that he will return when in 
need of other merchandise which you sell. 
Practically every successful business, whether 
manufacturer or retailer, is built on this 
principle. 


When recommending Ace Staplers the 


dealer knows his customer is getting a ma- 
chine that will give lifetime satisfaction ..a 
machine that is built with watch-like pre- 
cision, from the finest materials by seasoned 
workmen. 


To match the fine, enduring qualities of an 
Ace Stapler your customers will want, and 
should have, Ace Staples. In the production 
of these Staples only premium quality wire is 
used, absolutely uniform in size, strength and 
temper. That is why Ace Staples have such 
high, tensile, penetrating strength. 


SOLD THROUGH DEALERS EXCLUSIVELY 


‘Your Business is Built on 


ACE SCOUT 


A durable, long-life 
stapler. Staples, pins 
and tacks. Guaranteed 
for 5 years. $1.00* 


ACE PILOT 


Precision built by 
skilled workmen. 
Staples and pins. 
Guaranteed to give 
perfect stapling 
satisfaction. $4.00* 


STAPLES 


Have highest ten- 
sile penetrating 
strength. Made of 
premium quality 
wire. Hand in- 
spected. 


* Slightly higher West of Rockies 


The New 
ACELINER 
“World's Finest 


ACE STANDARD 


Largest seller inthe 
Ace line. Staples 
& pins. Unexcelled 
stapling perfor. 
mance. Favorite of 
thousands. $6.00* 


ACE CLIPPER 


Areal money saver. 
Light weight, easy 
action, built to last 
a lifetime. $4.50* 
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 WANG-A-FILE 
q( lhe Complete Filing Unit ae 


HAND-A-FILE is packaged efficiency 
... a complete filing system ready to go 
to work. HANG-A-FILE includes the 
caster equipped steel cabinet PLUS 25 
HANG.-A-FILE FOLDERS AND _IN- 
SERTS. Enthusiastically acclaimed by 
dealers and their customers from coast 
to coast. Recommended for: corres- 
pondence, shipping orders, shop tickets, 
bills, orders, invoices, ete. HANG-A-FILE 
presents the greatest sales opportunity 
offered in years. Act today .. . get 
your share of this profitable business. 
Write — Telephone — Wire. Complete 
information on request. 


No. 30 HANG-A-FILE 


Complete with 25 HANG-A-FILE folders 
and inserts. Folders supported by full 
length chorme finish metal hangers which 
rest on two guide rails. 

All metal file, caster \o ped, fi 
in olive green enamel, Width We + 
depth 18 in. height 27 in. 


Shipping weight 33 Ibs. Packed 2 to 
carton. Shipped K. D., easily assembled. 


IMMEDIATE DELIVERY 


* 


Toe Most Polar 
“HIGH-WAY” of FILING 


IN AMERICA _ 


Bek 


ne ee 
ba 
band Sd 


—_— x eee eee 
ie nestle FS : 


rr _____— \ 
QUICK ACCESSIBILITY 


STEEL 
HANG-A-FILE 


Complete with 25 Hang-a-File Folders (¥ 
and Inserts 


Louis H. Farber 


OFFICE FURNITURE « SCHOOL EQUIPMENT 


Note New Address 


31 EAST CONGRESS STREET 
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CHICAGO 5, ILLINOIS 
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SPRINGS 


A at THE INSIDE’ 


Now and then, an “inside story" reveals outstanding merit 
and deserves spot lighting. Such is the case with the 
motor car. That bright shiny hood is arresting to the eye 


but without a good motor inside, 


Patent No. 
2248355 and D 128118 


there's trouble ahead. 


That too is the case with files and 


filing supplies. 


A file is only as 


efficient as the supplies it contains 
. . - without filing supplies it serves 
no purpose. Durability Filing Sup- 
plies are designed to give the 


3 filing cabinet the greatest useful- 
DURATEX VERTICAL 
FILE FOLDERS 


ness. So put Durability Filing Sup- 


e plies on the "inside" for utmost 
Ze filing efficiency. 
T\2 7 : 
VERTICAL 
FILE GUIDES 


C.L. BARKLEY & CO. 


Manufacturers of Filing Supplies 


S$ JEFFERSON STREET 
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- ing within the bank pays dividends by making cooperation 


| 
| 
| 
| 
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At Bankers Trust 


(From page 42) 


they place on the adjoining counters of the kitchen unit 
their used dishes, which are directly in line for the auto. 
matic dishwashing machines. 

With this efficient planning only three full-time em. 
ployees have been required. One man takes charge of the 
tea and coffee service, another serves milk, and the third 
operates the dishwashing machines. 

Two matrons, part-time restaurant employees who per- 
form other bank duties during remaining hours, clean the 
tables as employees finish lunching. 


The appeal of the restaurant is increased by its advan- 
tageous location adjoining the men’s and women’s lounges— 
large, pleasant rooms for resting and reading. 

After luncheon many employees like to relax in the 
table tennis room across the corridor, where the two tables 
are in constant use during lunch periods. 

Two large dispensers in the restaurant permit the pur- 
chase of bottled chocolate milk. These five-cent bottles, 
added at the request of employees, provide handy refresh- 
ment after a game, as well as vary the menu. 

Relaxing, interesting atmosphere that popularizes the 
restaurant is furthered by many windows with a pleasant 
view and soft lighting, a quiet, asphalt tile floor, and a 
sound-proof ceiling that encourages conversation. The re- 
decoration that has been carried out in preparing for ir- 
creased patronage includes colorful chintz draperies. Radio 
music is a popular innovation. 


The sociability cultivated by this pleasant noon lunch- 


in working hours easy and agreeable. When an employee 
in one department must contact another by telephone—per- 
haps in the Auditing Department—to trace a transaction or 
seek the source of an error, good feeling is assured and the 
needed assistance is promptly forthcoming if both in- 
dividuals have previously met and talked over the luncheon 
table. 

On Saturdays the restaurant remains open until noon 
to accommodate the fifty per cent staff on duty. The prob- 
lem of this end-of-week duty is solved as satisfactorily as 
the problem of Saturday lunching, for the bank makes an 
equal division of its personnel, scheduling work on alternate 
Saturdays. 

The Fifth Avenue and 57th Street uptown branches of 
Bankers Trust Co. also maintain restaurant facilities and a 
free beverage service for their hundred employees, with 
equally gratifying results. 


Remington Rand Expanding 

To expand production of wood library furniture and 
office filing equipment, Remington Rand, Inc., has purchased 
the four-story, 140,000 square-foot plant including machinery 
of the National Desk Co., Herkimer, N. Y. The plant is ex- 
pected to provide about 50 per cent more manufacturing 
capacity than the present Ilion, N. Y., quarters. 


Annual Meeting to Be Held 

A. J. Hutchinson, secretary of the Association of In- 
surance Company Buyers, has announced that the annual 
meeting of the association will be held at the Harvard Club, 
Boston, on May 21st. The affair will begin with dinner at 
6:30. After the business meeting and the election of officers, 
a representative of the International Business Machines 
Corp. will address the gathering. The talk will deal with 
the company’s new machines, the Hektowriter, the propor- 
tional spacing machine, the automatic letter writer, and the 


improved time clock. 
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Carton Papers 


Carton Rebtons 


RIBBONS ‘i 
CARBONS «= | agate 


DUPLICATING 
~ SUPPLIES: 


Duplicating 
Ink 


SPEED 
EFFICIENCY 
ECONOMY 


we 5 


RIBBON & CARBON CO. Inc. 


Foremost mokers of Ribbons and Carbons for Every Use 


750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 
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PROVED 
fer Wear 


77 As upholstery material in a 
tank, Vinyl-Tex was subjected 
to the grueling punishment of 
both heat and abrasion... 
and it emerged with flying 


fer Beauty 


Modern Airliners use Vinyl- 
Tex for their upholstery cov- 
ering because it combines 
beauty with utility. To clean 
and maintain lasting beauty, 
simply wipe — a damp cloth. 


Vinyl-Tex is used for luggage 
covering as well as the up- 
holstery of some of the na- 
tion's finest surface transpor- 
tation. 


Laboratory tests have proved 
that this new plastic materia! 
i) high + ce to 
acids, alkalies, salt, flexing 
and abrasion. 


GIVES You EXCLUSIVE SALES ADVANTAGES 
AND NEW PROFIT POSSIBILITIES 


Once more the experience of three-quarters of a cen- 
tury manifests itself in the form of leadership . . . Feldco 
is first to offer you its popular line of zipper ring binders 


covered with the most amazing cover material ever 


developed . . . Vinyl-Tex. 
Now Feldco dealers can offer a quality line beyond 
the reach of competition because of the advantages 


which this new material offers the consumer. Now, with 


Vinyl-Tex, the dealer eliminates competitive merchandis- 
ing and places himself in a position for greater profits. 

Look over the features listed to the left. You will 
instantly appreciate what Vinyl-Tex covered zipper 
ring binders will mean to you. They come in a wide 
variety of beautiful luggage shades, individually boxed. 


Contact your supplier immediately. 
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copy for— 


HOUSE ORGANS + CHARTS * GRAPHS 
ADVERTISEMENTS + MOVIE TITLES 
BROADSIDES + FOLDERS + SIGNS 


ADHERES INSTANTLY 

No paste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON — OR 


The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 
directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 
transparent backgrounds per- 
mit perfect and easy align- 
ment of characters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark bockgrounds. 
DIRECTIONAL 
ARROWS—too! 

Small, medium and large 
crrows with white outlines. 
Has hundreds of uses! 


“67 west. 44th Street - 


rans EASY NEW way 


en place the letters in position on , 
your copy—they adhere themselves _ 
—and you have perfect reproduction 


MAIL 
COUPON 
TODAY! 


@ Snap up your reproduction copy for offset and engrav- 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimposed on photographs or artwork and used in 


countless other ways to give you good typography and 
low-cost reproduction copy. 


ONLY 75c per sheet 
Write for descriptive folder and type chart 


Pane i re eS ee 


ARTHUR BROWN & BRO., OM&E 5-46 
67 West 44th Street 
New York 18, N. Y. 


Send me descriptive folder on Presto-type. 


ARTHUR BROWN & BRO. 


New York 18, N Y 
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This is the pad 


a 
E 
&. 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 


All-Hair Felt with treated top 
to prevent machine legs from 
digging in, and non-skid bot- 
tom for extra safety. Size 11 x 
13 in. fits all typewriters and 
many other business machines. 


STATIONER’S 


or 
AMERICAN HAIR «FELT COMPANY OFFICE SUPPLY 
Merchandise Mart, Chicago 54, Illinois DEALER 


ALERIATIER | 


THE SCIENTIFIC TYPEWRITER PAD 


Production Control 
(From page 40) 


The materials control clerk now has only to wait until }j 
receives his copy of the actual purchase order which will ) 
sent him by the purchasing department. It will be attached , 
the purchase requisition card, which he then returns to th 
file, and notes on the order record card B the date th 
order was placed (January 11), the number (T-6741), thy 
quantity (10,000), and moves the red signal to February }; 
the day the material is required. If the material is not de. 
livered by February 15 the red signal shows up and he 
follow through for a delivery date. 

Upon receipt of the entire order, or any part, the clerk 
enters the date and the quantity on the order record car(| 
When the complete order is filled, a line is drawn through 
the order quantity on the card (but leaving the figures 
legible) to show completion of the transaction. 

At The National Radiator Co. a double check has been 
placed on this inventory system. The minimum inventory 
quantity of every item is kept separated in the bins in the 
storeroom from all over that number. In this way the 
storeroom clerk, who is a different individual from the ma- 
terials control clerk, can determine easily when the minimum 
quantity is reached. If, to fill an order, the storekeeper must 
take items from this segregated minimum, he removes from 
the bin a red tag which already is filled out showing the 
item. He forwards this tag directly to the plant superinten- 
dent who investigates and expedites delivery in accordance 
with urgency. This procedure not only provides a direct 
check on the materials control clerk, but also on the pur- 
chasing department. 


General observations 


Some general observations about this system are pertinent: 

It is imperative that the materials control clerk be notified 
immediately if unusual circumstances indicate a change in 
the quantity to be used. 

It is the duty of the materials control clerk to institute 
a thorough investigation if a period of six months elapses 
without an order coming through for any item. This in- 
vestigation should disclose why the excess inventory has 
accumulated, and determine if the stock on hand should 
be listed as surplus and be disposed of. 

Thirty days before the annual inventory, all items are 
checked, counted and the book records adjusted. The annual 
inventory is typed directly from the stores’ record, complete 
with the description of the item, quantity, and price. 

At the time of the annual inventory, the circumstances 
surrounding every item showing more than a six months 
inventory are carefully investigated to determine what 
disposition should be made of the surplus. If an item shows 
less than a three months’ supply, it must be determined if 
orders for additional quantities are necessary. 

The system outlined here works equally well during pe- 
riods of both increasing and decreasing demands, since or- 
ders are placed on expected usage and not on any fixed 
maximum or minimum quantities. 

Auditors from public accounting firms have checked the 
inventories kept under this system at the National Radiator 
Co. for the last five years and have made no major adjust- 
ments. This proves the accuracy of the control. 

Mention was made earlier of the standard shipping units 
used at National to facilitate production and shipping con- 
trol. There are many hundreds of these units and each 
one may consist of only one item or as many as a hundred. 
These units are described on a purchase requisition card the 
same as used for the rest of the control system, but of 4 
different color. The warehouse “purchases” these complete 
units from the producing plant in exactly the same manner 
as the materials control clerk purchases items from outside 
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FLIGHT OF FANCY” 


Scripto standard diameter ( .046” ) 
leads come in 10 degrees of 
black and 17 colors 


May, 1946 


“SCRIPTO 
PERFORMANCE 
IS NO 


ELIZABETH ZYMECK 
Eastern Air Lines flight attend- 
ant, typical of the young women 
who serve you aloft 


Eastern Air Lines flight attendants have have a great record for dependability. 


The Scripto 
long-lead 

pencil— PAT. OFF. 
for every 
office use 


SCRIPTO MANUFACTURING COMPANY, ATLANTA, GEORGIA 


W orld’s largest producer of mechanical pencils 


Scripto erasers 
take 5 seconds to 
replace — make 
a clean sweep of 
mistakes 


been instructed by Captain Eddie Ricken- Why not enjoy the same dependable per- 
backer, president and general manager, formance in your office? Consult your of- 
to use Scripto Mechanical Pencils because _ fice supply dealer for the Scripto Pencils, 
Scripto Pencils—like Eastern Air Lines— Leads, Erasers which fit your need. 
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THE HOME OF QUALITY PARK ENVELOPES 


* * * 


FACTS ano FANCIES 


By McGillicudy 


The other night, after the little girl had gone 
to bed, the Mrs. and | were talking things over. 
“You've been grousing a long time now,” she 
commented, “about the paper situation, price 
ceilings, and so on. We get mail every day 
so there must be some paper for envelopes.” 


“There is,” | replied, “but we can't get 


enough to make gh envelopes to give 
dealers gh so they'll be satisfied 
enough.” ' 


“Well,” she said calmly, “you'll just have to 
spread out what you do make so all dealers 
have a fair share.” | said, “We're doing that— 
we did it all through the war. But you can’t 
spread out very far something you haven't 
much of—like Kraft.” “Is Kraft harder to 
make?” she asked, “is that why there isn’t any 
to speak of?” 


“No,” | answered, “it isn’t harder to make. 
But the price ceiling is low. The mills make 
a better profit by making bleached paper 
instead of Kraft. So there isn’t much 
Kraft.” “Well,” she said, “Why not use 
the paper the mills do make. Sounds 
simple to me.” 


“That's what we are forced to do in many 
cases,” | replied, “but it means our dealers 
have to pay slightly more per thousand for the 
envelopes through no fault of theirs.’ 


“But,” she said, “it isn’t your fault either.” 
“No.” | replied, “it isn’t our fault!” 


Quality Park envelopes are sold 
through dealers only. 


oe COMPANY 


Quality 
St. Paul 4, Minnesota — Chicage 6, Minois 


vendors. These cards do not, of course, go to the purchas. 
ing department, but directly to the production control clerk 
of the plant. It is the responsibility of the warehouse super- 
visor to requisition his units far enough in advance not only 
to meet his immediate expected sales demand, but also to 
build up a pre-determined inventory to meet peak demands 
at certain periods. 

In both the material and production control, the records deal 
with individual items, but when the warehouse orders ship- 
ping units from the plant, this order may be for one or fifty 
individual items grouped into a shipping unit. Sometimes 
several units may consist of virtually the same items, with 
only one or two changes either in the item or in the quan- 
tity. Because of this, there are some deviations from the 
procedure described earlier. 

The production control clerk has a master breakdown 
sheet (figure D), which shows exactly what parts are neces- 
sary to make up each shipping unit. This master sheet is 
large enough to list more than 100 items that may be packed 
in the 20-odd standard shipping containers used. Figure D 
is a simplification of this form that makes clear the principle 
followed. 

The primary production units are printed at the top of 
the sheet, the separate shipping units at the left-hand mar- 
gin, and the individual items that make up the shipping 
units are carried across the top. At the top of each square 
beneath the individual items, and opposite the shipping 
units (Box No. 1, etc.), is printed the number of the items 
that goes into each unit. When a unit does not contain one 
of the items, that square is blocked out. 


A warehouse order 


When the production control clerk receives an order from 
the warehouse for shipping units he places in the first col- 
umn, beneath “Quantity,” the number of shipping units or- 
dered. Then he goes across the sheet for each unit and 
multiplies the small printed numeral by the number of units 
ordered. This gives him the number of each of the items 


needed. These then are added at the bottom of the sheet to © 


give the grand total of all individual items needed to make 
up the warehouse order. 

Referring to Figure D, the warehouse ordered 10 of Box 
No. 1. The small printed figures showed that Box No. 1 
consisted of one fire door, two No. 1 panels, two 2-inch 
nipples, and one 30-inch poker. Therefore the control clerk 
wrote in the figures 10, 20, 20 and 10 in the proper squares. 

Sufficient carbon copies of this are made to forward to all 
interested departments. In the example given, the original 
is retained by the production control clerk, one copy sent to 
the producing department, and one to the foundry and forge 
department. The control clerk follows through with each 
department until delivery is made. 

Each department keeps its perpetual inventory on items 
in that department and the production control clerk, by 
going to these records, can determine immediately where 
any item is and how soon the ordered shipping units can be 
delivered to the warehouse. 

It should be noted that throughout this system of produc- 
tion control there has been no unnecessary repetition of 
any records. The master sheet made out by the control clerk 
constitutes the original order, and purchase requisitions 
have been eliminated by the substitution of the purchase 
requisition card which is a part of the filing system. 

Elimination and simplification should be the keynote in 
inaugurating or revamping any system of production con- 
trol. 

New Chicago Concern 

James E. Pringle has anneunced the opening of Pringle 
Paper Products, Inc., at 320 West Washington St., Chicago. 
The new firm will manufacture envelopes. 


a 
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KING 


of MARKING DEVICES 
CROWN Line 


Daters & Numberers 
other Marking Devices 


Known Throughout the World 


- DEFIANCE 
SUPERIOR 
- MODEL 
- TRIUMPH 
- STAR 


Fon b supplied 
in All Languages 


for both Domestic and Export Trade 


Send for Catalog Illustrating and Deseribing Complete Line 
of Marking Devices 


R. A. STEWART & CO., Inc. 


80 Duane Street New York 7, N. Y. 


Fisttcaal p 


a Quality 


aA COMPLETE 


NATIONALS 


May, 1946 
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PENCILS ARE 
OUTSTANDING 


LINE 
IS AT YOUR SERVICE 


MN 


_ ime) 


NATIONAL'S 


Shytint 


CRAYON 
PENCIL 


WITH STRONG LEADS 


NATIONAL'S 


Cedar-KING 


A REAL 
QUALITY 
5c 
PENCIL 


WITH METAL TIP BROWN BAND 


Cedar-King SD "SUCnAntESAK 223 N22 


MADE IN 
FIVE DEGREES 


BOXED IN DOZENS 


e TRY IT AT OUR EXPENSE 


Send penny post card with your 
name and address and receive a 
pencil FREE. 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


NEW YORK 220 FIFTH AVENUE 
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A Happy Office 


(From page 48) 


more. If, on the other hand, he is encouraged to suggest 
ways and means for improving his job—saving men, money, 
materials and time—then suggestions, often exceedingly 
profitable to business, will be forthcoming. Every sug- 
gestion, if it be sincere and carefully conceived, deserves 
the praise and gratitude of the employer. It deserves, too, 
his fair consideration. If it is proved feasible, the employee 
should be rewarded appropriately in some manner for the 
suggestion. 


5. By Encouraging Growth. 


I like to feel that every employee who passes through 
my “shop,” spending a long or brief time with us, will have 
gained something from our company. Perhaps she will 
have increased her typing speed or her stenographic skill 
or he will have learned some new method of filing or may 
have picked up some bit of personal philosophy which may 
be helpful to him. But, in any case, the employee should 
be able to grow and should be encouraged to grow in the 
job—vocationally, emotionally, spiritually. As the em- 
ployer helps the employee to grow, he, the employer, will 
find that he is growing too. 

Growth is the law of life. None of us must be guilty of 
arrested development. The office, to be sure, is not run in 
order to be a school, but there is no reason why it cannot 
informally stimulate individual self-development in very 
effective fashion. 

These, then, are the ways in which the employer can help 
to increase his own happiness and to increase the happi- 
ness of those who spend approximately one-third of their 
daily living with him as he spends one-third of his daily 
life with them. 


Seiberling Office 


(From page 34) 

tile, with liberal use of attractive terrazzo throughout 

Full air conditioning is provided in the offices and lab. 

oratories, with coolant drawn from wells on the property, 

Hot water heating is used throughout, with heat exchangers 

using steam from the power house in the original plant 
layout. 

Mazda lamps in Holophone flush fixtures are used 
throughout except in the main lobby, the board room, and 
major executives’ offices, which have cove lighting. These 
special offices and the lobby likewise are finished in flush- 
paneled burl and straight-grained walnut. 

One elevator serves the office portion and another the 
engineering section. 

Pending the construction of the auditorium and new large 
cafeteria, with expansion for additional office space, dining 
facilities are provided in a portion of the basement beneath 
the general offices. A small central kitchen services cafe- 
terias for office and factory workers, also an executives’ 
dining room. In the remainder of the basement are sta- 
tionery stocks, files, dead file room, mailing room, and va- 
rious service departments. 

Parking is provided at the rear of the office building at 
the basement level. 

The general contractor for this project was the National 
Concrete Fireproofing Co. West Woodworking Co., Chicago, 
did the office interiors, and the Wagner-Henzy-Fisher Co., 
Cleveland, furnished most of the office equipment and ac- 
cessories. 

For the Modern Office 

The Yawman & Erbe Mfg. Co., Rochester, N. Y., has 
issued an attractive booklet in color emphasizing the proper 
use of color, design, and function in planning the modern 
office. 
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WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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THRU, Time Saving 


Bevelled 
French 
Curves 


The A B C of the quality 
conscious merchant .. . 


(Nways 


Bay 


C-thru 


complete line of fast selling, profitable 


drawing, ruling, and computing devices. Top 


and exclusive C-Thru developments have 
created consistent consumer demand .. . 
Take advantage of C-Thru’s unexcelled 
delivery schedule. 


Write for Free C-Thru Catalog 


HULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 
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= MOST 
EFFECTIVE ™ 


TYPE CLEANER 
ON THE MARKET! 


- Attractively bottled in 4 and 

10 ounce sizes with douber. 
~~ Solvene Refills in 4, 8, 16 
and 32 ounce bottles, 


».4 Dissolves dirt and ink instantly. 
Cleans both type and rubber stamps the 
quick, easy, clean way. Keeps office 
machines in good writing condition 
with minimum of time and trouble. Safe 
and non-inflammable. Will not stain 
hands or clothing. 


Solvene guarantees precision work for 
stencil cutting, legal documents, ledger 
sheets, presentation copies, card in- 
dexes—and insures double accuracy 
with stamps such as line daters, notary 
seals, etc. 


From now on, ask for Solvene, finest 
type cleaner on the market. 


SANFORD 


INK COMPANY 


Chicago 7 
New York 12 
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WABASH, INDIANA Sy" 


. . « A SALES PLAN 
GEARED TO YOUR FUTURE 


THERE'S more to Wabash service 
than just developing new filing helps, 
and manufacturing supreme quality 
Supplies ... much more. For Wabash is 
constantly developing better methods 
and systems ... new items .. . new 
ideas . . . improved packaging for 
greater convenience in buying and using. 
Ask your Wabash Dealer to tell you 
the whole story! 


/ ment store field, has been appointed resident district man- 
' ager of the New York metropolitan area. Mr. Weatherall 


| comptroller of R. H. Macy, Inc. 


| Stationers Association. 
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New Ohmer Offices 
The Ohmer Corp., Dayton, Ohio, producers of Cash 
registers and other business protection systems since 1898, 
has opened offices on the 80th floor of the Empire State 
Bldg., New York. 
J. Allen Harlan, president, has announced that Lj 
Weatherall, a specialist in business systems in the depart. 


L. J. Weatherall 


is a former manager of Macy’s bank, and a former assistant 


Takes Over Agency 

The Amberg File & Index Co., Kankakee, IIl., after 
operating a direct sales office in Newark, N. J., for many 
years, has transferred its Newark, New Jersey, interests to 
William V. Snyder. Mr. Snyder, a former Amberg salesman, 
had been with the company for more than ten years. 

The W. V. Snyder Co., at 965 Broad St., which held the 
Amberg offices, will sell the Amberg line of Amfile office 
supplies, catalogue covers, and catalogue index sheets, as 
well as filing cabinets, desks and chairs. 


Bradshaw Named to New Position 

John E. Bradshaw, vice-president of the Southwestern 
Drug Corp., drug wholesalers in Dallas, has been named 
to the newly created position of general purchasing director 
of the company. He will supervise all buying activities in the 
company’s seven branch houses and in all its merchandise 
divisions. 

Mr. Bradshaw has had over thirty years’ experience in 
the wholesale drug business. He began his career working 
in the laboratory of the old Texas Drug Co., in 1915. He 
became sundries buyer for the Southwestern Drug Corp. 
in 1932, and later was promoted to merchandising manager. 
He is a member of the merchandising committee of the 
Druggist Supply Corp., and of the Texas Drug Travelers’ 
Association, and is a member of the National Wholesale 


Changes Made 
P. M. Zenner, vice-president of the McBee Co., 2% 
Madison Ave., New York, manufacturer of office record sys- 
tems, has announced the opening of two new sales offices for 
the company, one in New Orleans, La., and the other in South 
Bend, Ind. S. Cleveland Laub is managing the New Orleans 
offices, and Harry L. Jones is heading the South Bend offices. 
Other changes in the McBee sales personnel have been 
announced by H. C. Davis, sales manager. E. D. Tunis has 
been appointed manager of the Hartford, Conn., office, suc- 
ceeding T. G. Mohney, who has been promoted to the 
newly created position of director of application research 
in the company’s New York executive headquarters. John L. 
Mayer has been named manager of the Bridgeport, Conn. 
office after serving with the army for three years. E. C. 
Smith has become the new manager of the Cincinnati office, 


succeeding J. L. Fleming, who has retired because of poor 
health. 
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. 
‘3 Extendible Steel Bars 
- State for the steeless 
fas KLERADESK by Sengbusch 
epart. 
. . - adding greater capacity to 
your present steeless Kleradesks 
. - » providing greater utility from the 
new steeless Kleradesks you buy 
| man- Flexibility that permits any number of plainly indexed 
itherall compartments—that’s the big advantage in having a 
sistant steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly reds and porcelain 
, after knobs in the steeless Kleradesks you now own—are 
= available from your stationer, for additional expandi- 
y bility. They are also standard parts of steeless Klera- 
ests to —_ —)-~7—™ 3V Above: Large size, for models 6V, 7V, 8V, desks now being sold. © Added to the utility, durability, 
lesman, | 4y, or 5V. With or without knobs. 9%» '0V. I1V. With or without knobs. and pleasing appearance of Kleradesk, this new feature 
. Right: Intermediate bar for further enhances Kleradesks’ reputation as one of the 
ald the additional extendibility of greatest aids to desk workers. © Order from your 
5 office either size above. stationer now. Write for circular. 
——— 
ets, as Above: One intermediate bar extends any Kleradesk one ‘ Sengbusch Self-Closing Inkstand Co. 
to five compartments more than original capacity. Sev- 356 Sengbusch Bidg. Milwaukee 3, Wisconsin 
eral intermediate bars may be added, if desired. 
western I | 
named 
lirector 
in te OFFICE. LAYQUTS 
handise 
: . bed 
mele Installations * Analysis 
yorking , 
15. He 
Corp, 1. Organization 3. Personnel 
anager. . 
of the 2. Procedures 4. Space and Equipment 
avelers’ 
nce 5. Control 
KENNETH H. RIPNEN CO., INC., renders— 
“o., 295 A. All the above five services when you wish to establish your own space 
rd sys- and equipment section OR 
ices for 
1 South B. Acts as your space and equipment section and surveys your cor- 
Orleans . ee . 7 + h h 
aan porations for other administrative installation to carry through to 
e been completion the solution of any office layout problem. 
nis has 
rs “al Write for Our Free Pamphlet "Office Layouts” 
oO 
esearch 
ee KENNETH H. RIPNEN COMPANY 
EC. INCORPORATED 
i office, Office Layouts, Warehouses and Factories 
of poor 101 Park Avenue, New York City 
- 1946 | May, 1946 OFFICE MANAGEMENT AND EQUIPMENT 87 
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Rock-a-File, the new modern file 
with rocking compartments and 
revolutionary side filing principle, 
eliminates that bothersome ‘“‘filing- 
line!” Its complete accessibility per- 


mits one or more persons to use any 


pats. apecie’ 


or all compartments simultaneously, 
And there’s no more tugging at 
heavy file drawers—precision- 
balanced Rock-a-File provides faster, 
easier, more efficient filing . . . in less 
| than two-thirds the space occupied by 
drawer-type files! 


Ask Your Dealer for Complete 
Descriptive Literature. 


i 
Note wide, ample handles | 
# label hold 


a 


ROCKWELL-BARNES COMPANY 
= 35 East Wacker Drive Chicago 1, Ill. 


Improved a Improved 7 
DEXTER Ws a _ GIANT 


Never: have there been times like these. Production and materials are on the increase . .. but DEMAND | 
is unprecedented! Old customers of Automatic - naturally have first call. Perhaps your request f 


: i scsdiin Pencil Serpesil y 
Division of Spengler-Loomis Mfg. Co. | 


58 E. Washington St., Chicago 2 
? 
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Specialists in Imprinting 


| sven TYPEWRITER 
STAND 
. Fw TWO DROP LEAVES 


Height 26/2 Inches 
14/2” wide, 34/2” long, extended 
142” wide, 18/4” long, not ext. 


Good quality steel in olive 
green finish. Precision built 
with finest quality materials 
and workmanship. Four 
high grade roller casters. A 
most durable, efficient and 
economical stand. 


value aicsercsese 90075 


ZIPPER UNDERARM- 
EXPANDING EN- 
VELOPE CASE with 
handy pocket for 
loose papers, Finest 
quality embossed 
brown cowhide leath- 
er. Size 12” x 16”. 


Each $4.50 


UNITED STATES STATIONERY CO. 


#7 BROADWAY NEW YORK 13, N. Y. 


Many of America's largest concerns are our 
satisfied customers. Whatever your needs we can 
serve you. Write for our illustrated folder and 
price list. 


ZIPPER UNDERARM 
PORTFOLIO, made in 
black leatherette. Useful, 
convenient and of finest 
workmanship. Size 11'/2 x 
15 inches. 


Each $2.00 


POCKET SIZE MEMO BOOK 
No. 104 Size 4” x 5%”. Con- 
taining a 50-sheet refillable pad 
and pencil and your advertise- 
ment gold stamped on the cover 
at the following prices: 


1000 .....at 15¢ ea. 


500 .....at 16¢ ea. 
260 .ccce at 17c ea. 


| hey ZE Foo. 


gee IF THEY ARE... 


It’s here! 


The Rubber Band the trade hase 
been waiting for with NATURAL 
RUBBER added. 


PENCER RUBBER PRODULTS | COMPANY 


TER, CONN. 
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OW YOU CAN 
he GET THE 
WATTS 


GOVERNMENT APPROVED 


1946 W-2 


WITHHOLDING STATEMENTS 


BE PATIENT, 
YOU’RE GETTING YOUR SHARE 


@ Employer's name, address and S.S. Identification 
BOSTONS No. imprinted on all copies. 
OF @ Interleaved carbon easily snapped out, no car- | 4 


bon to insert and remove. 


We know how anxious both you and @ Fourth copy for your records, fifth copy for 

your customers are for BOSTON Pencil state or city returns available where required. 

Sharpeners. It’s the same demand story = — in individual sets, also strips of 4 sets-on- 
a-sheet. 


all over the country. And we are work- 
ing at the greatest capacity in our his- 

: @ To assure that employees get the 
tory to cut down our back log of orders correct original and duplicate 
and, as soon as possible, get to current 


demands. ' ow no copies, their two copies are held i 


together by special stub at the 9 


It's no wonder everybody wants a right. : 

1 rtant information and in- 

BOSTON. Many years have proved their SPECIAL © ea me ere ‘cotaied in red fer 

exceptional quality and ability to stand WATTS easy reading. wail 

up and deliver good service under ex- FEATURES [| @ Save additional time by using 

cessive demand. We're grateful for Watts opaque specially es 

your patience and assure you that we're ; Window Envelopes marke 

rapidly closing the gap in the produc- dur tor ate oe Strictly Confi ential and 

Gin tien. te Ge Gtcition : count, samples and printed corner card. Available at 

, every direct-mail literature low cost. 
body is getting his share. a — 


NEW LOWER PRICES 
Regular 4-Part Sets 


Send for complete 


BOSTON price lst aad somples 


Cost Per M 

100 sets $9.10 1000 sets @ $23.00 

300 sets 13.35 3000sets @ 19.10 

600 sets 18.10 5000sets @ 17.50 

WATTS 800 sets 20.80 10000 sets @ 16.00 
e 


Larger quantities — lower prices 


PENCIL SHARPENERS 


Busi ALFRED ALLEN 
C. HOWARD HUNT PEN COMPANY fou 


= mow WATTS 


SPEEDBALL PENS HUNT PENS COMPANY, INC. 


Dept. OM 216 William St., New York 7, N. Y. 
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GOOD 
TYPISTS 
. oa | 


2 (front-vision, line-by-line) 


COPYHOLDER 


~ | 


EYES » EFFORT. . ERRORS 
AND UP TO 50c% IN TYPING TIME! 


To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
ous and harmful. By permitting correct 


ition osture, automatic line-pointing, forward 
YE LEVEL reading, Copy-RIGHT shortens 
car- reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 
4 Result: typewritten 
r ” 
' Quail y> | matter that carries 
“On- 0 quality, neatness, 
: prestige. 
the ' vam No Twist, No Turn 
sate No Squint, No Squirm — 
os Copy-RIGHT keeps 
Typists fresh and 
a alert throughout the 
for day, slashes typing 
costs. Self-support. 
— ap Six Model Sizes | ing. not permanently 
ail ‘ ee hold papers up to atrached, can be in- 
ad fee cote SUPE tees ety bon 12", 16", 20, 25%,| Stony, moves from 
> at Jonge" KO ° odo Super- 8 Ty e ‘ r 
TREATED se W guoro” Teonted, Super Kote = ay. Be wane desk to another. 
\ 


and Keen Rite. ' 


Try Copy-RIGHT at our risk. Put it to 
the. test in your own offices. 


MAIL COUPON NOW! 


PPTTTITTrTi ttt et eeeeeeee Sees ee ee eeeeeecen 
' 


Copy-RIGHT Mfg. Corp. Dept. A 
53 Park Place, New York 7, N. Y. 


C Send illustrated literature please. 
CO I'd like to try a Copy-RIGHT in my office. 


Codo- we MFG. CORP. 


‘529 South, Fran Franklin = it, 
7 ™ Noe Sa 
Y. ee Coraopolis, Pa. 


Firm 


(Attach Letter Head Please) = $“ 
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A MAN’S REPUTATION 


Experience and skill today earn reputations for 
firms that have the required “know-how” to meet 
today’s needs. That's why you'll find so many satis- 
fied customers coming back to us for their needs in 
file cabinets. 


D ERSON-HicKEY Go. 


_- 


GENEVA 
ILLINOIS 


ad * An dy unils 


d ye 4 


420 ACETATE POCKETS 


Se ill 


ALBUM WITH ACETATE POCKETS 


New VUE-CITE Album for keeping valuable papers for quick, 
ready reference and always clean and readable. Ten folded acetate 
sheets (20 pockets) with Wire-O metal binding. Durable cushion 
edged covers. Compact and easy to carry. For charts, graphs, 
photographs, price lists, sales proposals, and countless other uses. 
#22092—-Size 11 x 8'% inches. Dealers price $23.40 dozen. 


Write for catalog of other items—Autograph albums, Address 
books, Photograph albums, Picture Frames, and Baby Books. 


Wire-O0 Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 
Display Room: 209 S. State St., Chicago 4, Illinois 


aa 
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How Brake Shoe Buys 
(From page 36) 


salesman, essential to the local plant agent in obtaining 
prompt, efficient servicing of the new machines. 

In each plant an expert maintenance man regularly in. 
spects all equipment, including business machines, to deter. 
mine condition and needed repair. This practice enables 
the purchasing department to suggest overhauling of type- 
writers or other equipment by the manufacturer’s local 
salesman, if their condition makes this preferable to the 
purchase of new equipment. 

All machines are now serviced on a yearly contract basis, 
This system was adopted during the war period for its 
helpfulness in obtaining prompt, satisfactory service under 
difficult conditions. 

The stipulation that servicing must be done by the manu- 
facturer’s agent is based upon a study of repair bills over 
two years, showing comparative costs of replaced parts and 
repairs and relative results. 

The company’s former plan of having machines serviced 
only as needed was advantageous for its economy, according 
to Mr. Henderson. It was adopted as a result of a study 
that he made eight or nine years ago, covering two-year 
periods, that showed an average repair charge of 50 cents 
for each machine, serviced as needed, making a total con- 
siderably below a contract rate of $24 yearly for each ma- 
chine. 

Sometimes local plants buy used machines or one or 
more pieces of furniture, when advantageous. These, like 
all purchases must be referred to the main purchasing de- 
partment for authorization if over a certain amount. 


Extra copy forwarded 


An extra copy of every purchasing order that a local 
plant sends out is forwarded to the central purchasing de- 
partment. Here one man includes in his duties the check- 
ing of all such orders, for conformity to the department's 
policies. If the order is for a used business machine or for 
office furniture that the local salesman has available, the 
department may inquire about the condition of the articles 
before approving. 

All obsolete, idle equipment, including typewriters and 
business machines, are listed annually by plants and dis- 
posed of by the main purchasing department. A complete 
list locating such equipment is distributed to all the plants, 
enabling them to buy needed items economically. Careful 
observation of second-hand market prices sometimes enables 
the purchasing department to sell discarded business ma- 
chines, like other obsolete plant equipment, at a better 
profit than could be obtained by trading them in for new 
ones. 

The purchasing department’s own organization and operat- 
ing system are as efficient as its buying policies. Its opera- 
tion provides for reports by the general purchasing agent 
to the vice-president or the president. Its personnel of 
twenty-five to thirty includes buyers expert in handling 
definite materials and functions. 

Buyers use the long distance telephone freely to discuss 
purchases and place orders. Frequently Mr. Henderson 
spends most of his office day on the wire, talking to the 
West Coast and other locations. These direct contacts are 
actually economical in saving time and insuring accuracy. 

Telephoning and dictation do not conflict in this de- 
partment, as buyers handle all routine dictation through 
Ediphone. Fifteen sets, with transcribing machines and rec- 
ord shavers prevent waste of secretaries’ time through inter- 
rupting phone calls. Cylinders are put on racks outside 
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in NEW PACKAGES 


ow! 


INDEXES 


LOOK FOR THE BRILLIANT 
ORANGE PACKAGES WITH THE 
BLUE INFORMATIVE LABEL 


Now you can. buy AICO Indexes in new 
Individual Packages with an informative 
label that gives you the complete des- 
cription of the contents. 


Look for the new orange and blue AICO 
Individual Packages. They contain the 
same fine AICO Indexes, made by index 
specialists. 


AICO Indexes will increase the efficiency of every 
department of your business. 


AICO PRODUCTS are distributed in Eastern States by 
Aigner Index Company, 97 Reade St., New York 13 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 

CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


G.I. Aiquer Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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BERNARD 


OFFICE NECESSITIES 


Again the famous BERNARD office 
necessities are available — prewar 
gleaming nickel finish — same fine 
quality that has made BERNARD 
stationery tools the standard in office 
efficiency for years. Order from 
your stationer today for earliest pos- 
sible delivery. 


Leose leaf Vacuum Punch Ne. 2608 
Standard Dies—1/8”, 3/16", 1/4”. 
Light, strong, stationary stripper 
spring, duplex control stops, nickel 
plated and polished, reach 1 1/16”, 


Staple Remever No. 150 
Works like a charm, 
without damaging paper. 
Fits all sizes of staples. 
Spring action, nickel 
plated and polished. 


“Triumph”’ Official Eyelet Punch 

No. 190 A precision-built tool. 

Twin spring action. Parallel 

jaws. Compound leverage. 

Adjustable gauge. Opens 

and strips quickly. Nickel 
plated and polished. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


W*" SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


r — eae oe Ee EET eT ee ee ee ee ee eee > 
1 Wa. Schollhorn Company, | 
, 3005 Chapel St., New Haven 9, Conn. i 
I Sirs: Please send me your catalogue of stationery tools. | 
‘ I 
i NAME. ........ occccee cccccscccccee COcccccccccccccceces 1 
I STREET...... nietaaiiiiniieiatabeialieniaedaine niin ! 
1 

IE i iskisicweintncibvinseancigenosiea’ or tt 
1 (Zone No.) 
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does it—when you correct mis- 
takes with the Famous RUSH- 
FybRglass-ERASER. 


Used with a feather touch, its 
countless glass fibers remove a 
single letter or a whole word, 
easily—quickly—neatly. 


USERS SAY: “Leaves paper 7 


clean”—“No smudge on carbon 


copies”—“Fewer repair bills on 
typewriters.” 

p 
WE SAY: Every RUSH-ERAS- 


ER is guaranteed to satisfy or we 
will refund the purchase price. 


RUSH-ERASERS, each. . .50c postpaid. 
REFILLS (pag. of 2)... .25¢ postpaid. 


If you order direct from us, please send name 
of your nearest stationer. 


THE ERASER COMPANY, 
231 West Water St. 


INC. 
Syracuse 2, N. Y. 


COMBINATION 
RULER 


tools in one, this new Parva rule makes 

an excellent gift item. Its attractive lines 

and coloring give it a powerful sales 
appeal. It is sturdy, practical and extremely easy 
to use. Can be used as a letter weigher, ruler, 
magnifier, french curve, compass, protractor, level 
and mitre. 


Jobber inquiries invited 


PARUA PRODUCTS COMPANY 


WEST HAVEN, CONNECTICUT 
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| offices in order of priority, with notations indicating rugh 
| cylinders. Only material requiring explanation is usually 
dictated. 

An inter-office phone and buzzer system in the purchas. 
|ing department saves steps and time. This system, with an 
| automatic board and fifteen extensions, is extended to all 
buyers’ offices and their secretaries’ desks. It proves espe- 
cially convenient when files are needed quickly. 


telegrams, formerly an invoice clerk, now combines both 
functions. 

All invoicing and_billing are done with IBM Electromatic 
| typewriters. The purchasing department finds this equip- 
|ment most satisfactory for uniformity, especially when as 
|many as eight or ten carbon copies are required. 

One of the policies of the purchasing department, ap- 
plied in its own as well as other offices, is the maintenance 
of a storeroom of supplies. Such departmental storerooms 
require less space than a general storeroom, an advantage 
in a high rental area. They are economically operated, as 
a salaried employee is not required. The buyer of office 
supplies has charge of the purchasing department’s store- 
room. In every case, the person in charge takes a monthly 
inventory. 

In buying desks, filing cabinets, and similar equipment, 
the department makes a practice of having samples set up 
in the office for practical test. 


A Teletype operator handling all incoming and outgoing » 


; 
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Your Office Fans 


(From page 50) 
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| feet from them, oscillating. This provides a flow of air taken 
from the part of the room where the air is coolest; a point 
| as close to the floor as possible without collecting dust. 
|In large offices such an arrangement is often impossible. 
| Therefore plan your fan arrangement so that air is taken 
'from the coolest part of the room in which you can place 
|a fan, and moved toward and around the occupants. 


_ One more tip, particularly apt for spring months, but 
| useful in any season. You can use your electric fans to; 
_ introduce fresh air into your office without creating “cold- 
| draft-on-the-back-of-the-neck” complaints. If your office 
|is so arranged that opening any window directly exposes 
| any one to a flow of incoming air, try this: place a fan, set 
for fixed-direction operation and low speed close to the 
| wali and just to one side of the window, so that it blows 
| directly across the window opening, parallel to the wall. 
| The current of air from the fan will direct the incoming air 
along the wall, breaking up the mass of cooler air and giving 
it opportunity to mix with warmer air in the room. 


These suggestions may be modified and adapted to your 
own particular needs. First of all, you need to survey your 
own air circulation problem. If cigarette smoke forms a low 
layer of cloud in your office or conference room, then the 
air is practically motionless, which is neither healthful nor 
comfortable. If you don’t smoke in your office, you won't 
have any such obvious indicator of poor air circulation, but 
conditions may be equally bad. Where you find dead cor- 
ners that no breath of moving air reaches, put your electric 
fans to work. 


New Comptroller 

J. J. Auerhaan, president of Kamen Products Co., Inc. 
canvas and leather equipment firm, Brooklyn, N. Y., has an- 
rounced the appointment of Leonard S. Kirsch as the com- 
pany’s comptroller. Mr. Kirsch was the senior accountant at 
Schenley Distillers. He replaces Frank Cooper who resigned 
to become comptroller of Artek-Pascoe. 
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Used for 
FILE FOLDERS: 
UTILITY LABELS: 
ADDRESSING 
MAILING LISTS 
& MANY OTHER. 


sos MORAL ARS SRN 


ATTRACTIVELY PACKED Colom. 
IN REROLL DISPENSING WHITE * soup 
BOX AND DISPLAY CARTON ORANGE 
12 ROLLS OF ONE Eo10k TO CARTON oe E ta Y 
BLUE « GREEN 
WRITE FOR INFORMATION! ~— 
CANARY 
www. ‘MANELA 
| Lm a - —— 
C8) 
A % » A 
: a 


No. 1509 (illustrated) 


@ Capacity, 5 lbs. by 
Yy ounces. Computes 
postage for air mail, 
first class mail and 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatically 
indicates the correct 
weight and amount of 
postage required. 
te and durable. 
List $7.75 


SPECIFICATIONS 

Dial: 614” diameter, glass 
covered. Red and black 
figures on white, red for 
postage, black for 
weight. 

Platform: 5142” square. 

Dimensions: 612” x 614” 
x9”. 


PARCEL POST SCALE 
No. 1515 


+ Conte 50 Ibs. by 1 
cunce, Computes 

for sauahentioe up to 50 
Be. See all postal zones. 


Packing: One carton, 
Weight godeed 6 Ibs, 
See your supply house. 


HANSON 
SCALE Co. 


525 North Ada Street, 


Chicago 22, Illinois ~ 
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FOA HECTOGRAPH WORK 


THERE’S NOTHING 


BETTER 


MARS and GLOBE-TROTTER 
COPYING PENCILS BY STAEDTLER 
Greatest possible copying power and density 
of color. Strong leads, six colors. 

_- GLOBE-TROTTER 
Purple (Soft and Medium) ...... No. 933 


MARS INTENSOR 

Red . . No. 2965... ___ Green . No. 2967. 

Blue . . No. 2966 Lilaé’s ; No. 2969 
_» Brown . . Nov 2970 


~ J.S. STAEDTLER, INC. 
53-55 Worth Street = *~‘New York, N.Y. 
es ee ee 
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POSTU 
CHAIRS. 


For maximum comfort office workers 
should sit correctly. Sturgis Posture 
Chairs are the answer. Seat is the right 
distance from floor—the back is form 
fitting to relieve tense- 
ness. Strain is — 


the body 
without offort—fatleue 
is oe Seats 


easily = 
justed to > fit the worker. 
All adjustments are 
made without use of 
tools 


Best construction — all 


STURGIS STENOGRAPHERS’ steel tube, welded joints 


; — baked-on enamel. 

POSTURE CHAIR Large seats, form fit- 
(Made in several combinations — B.. ai 
of back rests and seats.) Hardened 6 swivel 


gee ool and noise- 


The STURGIS POSTURE CHAIR CO. 


Magnolia Street 
STURGIS MICHIGAN 


PERFECT PERFORMER 
ON POLISHED SURFACES 


SiVatso0e7 


CHINA MARKER 


Laboratory designed for better 
marking on glass, china, and 
cellophane. The special process 
by which these pencils are 
encased in paper, seals in the 
ingredients, preventing 
oxidation—keeps them always 
fresh and ready. Made in 
13 colors. 


e aint PENCILS 


SiVatisOe/ Pencil Company, Est. 1893, Philadelphia 44, Pa. 
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Systems and Procedures Association Formed 

The Systems and Procedures Association of New 
York City was formally organized recently with adoption 
of by-laws. The object of the Association is to provide a 
means of study and dissemination of knowledge relative to 
systems and procedures through research, discussion, ang 
publications. Meetings will be held on the first Tuesday of 
each month at a location to be announced later. 

The New York group expects to affiliate with a national 
organization now being formed under the sponsorship of 
the Systems and Procedures Association of Philadelphia, 
Other groups are organizing in St. Louis and Boston. 

Officers of the New York Association are: president, H 
John Ross, Continental Can Co., Inc.; vice-president, K. H. 
Marks, J. K. Lasser & Co.; secretary, Everett J. Livesey, 
c/o Dime Savings Bank, Brooklyn, N. Y.; treasurer, Frank 
Hoffman, Standard Oil Co. of New Jersey. The Board of 
Directors comprises the officers and the following: M. R. 
Slade, Hyatt Bearings Division, General Motors Corp.; James 
B. McLaughlin, Canada Dry Ginger Ale, Inc.; W. Swanton, 
Union Carbide & Carbon Corp.; Charles Naumann, Frederick 
Loeser & Co., Inc.; Floyd A. Akins, American Cyanamid Co, 


First Technical Session 

The New York Chapter of the Systems and Procedures 
Association held its first program meeting on the night 
of May 6th, at the Advertising Club of New York. H. John 
Ross, president of the Chapter, presided. 

Following a dinner, the association had a short business 
meeting, and then devoted the rest of the evening to a 
discussion of billing techniques and machines. R. P. Dry- 
ander, a member of the program committee, read a paper 
dealing with various makes and models of billing machines, 
based on a wide experience with this type of equipment as 
well as on information supplied by the manufacturers. 

The next meeting will be held at the Advertising Club 
on June 4th, at which time the members will hear Floyd A. 
Akins, another member of the group, read a paper on decen- 
tralized accounts receivable. 


Extra Copies Available 

The National Office Management Association, 2118 
Lincoln-Liberty Bldg., Philadelphia, has announced that 
extra copies of the March issue of the NOMA Forum are 
available. The March issue featured articles on labor rela- 
tions by Lewis Merrill, president of the United Office and 
Professional Workers of America, Dr. O. R. Wessels, presi- 
dent of the Syracuse chapter, and Lester Bartlett, of the 
Rochester chapter. 


Reconstruction Progressing 

L. C. Stowell, president of the Underwood Corp., told 
the stockholders at the recent annual meeting that recon- 
version of the corporation’s facilities to the manufacture of 
all their commercial products is progressing as well as can 
be expected. All contracts for munitions and other war ma- 
terials were cancelled late last August and final settlements 
have been made on all of them. 

The company has adopted the policy of stressing the manu- 
facture of standard office size typewriters first, then port- 
ables, and finally noiseless typewriters. The company, he 
said, is on a schedule of approximately 75% of full produc- 
tion on standard typewriters. Portable shipments will begin 
shortly, as manufacture has already begun, and the noiseless 
line will soon follow. 

On accounting and adding machines, reconversion has beep 
completed, and more are being manufactured than at an} 
time in the company’s history. 

The backlog of orders for all products remains large. 


May, 1946 
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EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


Correspondence, tax and 


ee record, phone num- 
ers, etc. in 
one compact §— $1.95 


An AMFILE VOLUN- 
TEER SECRETARY for 
housewives, business men, students, 
teachers, shopkeepers. Holds all the correspondence, data, 
miscellany everyone needs to save. Its self-selling features: 
e Extra blank and printed 
@ Durable, attractive file in 
blue, French gray, brown, 

e@ Extra blenk folders. ivory, green. 

UNIQUE—Each folder a record system. Forms for addres- 
ses, telephone numbers, budget, tax, expense records, 
miscellaneous information. 
It’s a complete filing system, suited to individual needs! 
The selling is done when people see the AMFILE Volun- 
teer. All you do is suggest an extra one as a gift fora 
friend. PROMPT SHIPMENT. Order today. Write for 
descriptive circular. 


\ AMBERG FILE & INDEX COMPANY 


Filing Specialists Since 1868 
1602 DUANE BLVD., KANKAKEE, ILL. 


Always Make Good Impressions 


Rich blacks and brilliant colors are available 
for all stencil duplicators. Heyer Inks are cor- 
rectly made to meet viscosities required for each 
particular model.* Because they deliver top per- 
formance, the public demands them. 


SATISFIES 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901 WEST JACKSON BLVYD., CHICAGO, ILL. 7 


= ° RIGHT pencil for the RIGHT job 


XOH-I-NOOR PENCIL COMPANY. INC.. BLOOMSBURY. NEW JERSEY 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 


All three products are 


Both ROLTONIC and TYPTONIC are won-inflammable,Non- 
— to the same high quality as Poisonous, Harmless to 
RIPPIT. 


skin and clothing. 
SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST .- HAVERHILL MASS 


WRITE FOR 
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STURDY - PORTABLE - ADJUSTABLE 


KARLO 
Office Machine i 
Stands E 


The KARLO reduces — 


fatigue and increases 
efficiency because it is 
instantly adjustable to the 
height of any operator. 
The sturdy, heavy base 
eliminates vibration —as- 
sures clean cut letters. 
Large full 2" noiseless 
casters make the KARLO 
stand easy to move. It is 
adjustable to all types of 
office machines; type- 
writers, adding machines, 
comptometers and also 
visible records. 


Model | 


Write for details Metal, Base 
K A a MANUFACTURING 
COMPANY 


32-36 lonia Ave., SW Grand Rapids, Mich. 


GENERATE PRIDE ON THE JOB 


STAINS REMOVED IN 30 SECONDS! 
Stains acquired through hours of duplicating 
work are completely—but gently—removed in 
30 seconds with AUTOCOPY Cleansing Cream. 


LONG SERVICE LIFE 
AUTOCOPY Gelatin Rolls are carefully 
compounded to insure longest efficient 
use under varying climatic conditions and 
are available for ALL makes of duplca- 
tors. Try them and learn the difference 
AUTOCOPY Rolls can make in the quality 
of your duplicating work! 


y rprooucTs 


CARBON PAPER 
MASTER SETS 
RIBBONS 


WRITE FOR 
LITERATURE 
AND PRICES 


462 West Superior Street, 


Chicago 10, Illinois 


Pitney-Bowes Managers 
In line with its program aimed at extending U. ¢ 
metered mail service to smaller and medium-sized busines 
firms, the Pitney-Bowes, Inc., Stamford, Conn., has an. 
nounced the opening of a Wilkes-Barre sales and service 
office, and the appointment of two branch managers. 
The new office is at 85 East Union St., Wilkes-Barre, Pz 
Clarence F. Shaffer, has been named the branch manager. 


Clarence F. Shaffer Walter E. Blount 


He has been a salesman in the company’s Philadelphia 
branch for the past seven years. Territory served by the 
new branch covers four surrounding counties. It includes 
Allentown, Bethlehem, Easton, Hazelton, Scranton, and Wil- 
liamsport among other important cities. 

The other branch manager appointee is Walter E. Blount, 
who has been made manager of the company’s Memphis 
branch sales and service office. He succeeds F. M. Wal- 
smith, who joins the company’s Houston, Tex., sales staff. 
Mr. Blount has been with Pitney-Bowes’ Atlanta Office for 
two years. 


WRITE sorter 


? To 
ae 2 
4 ¥ ‘fp 


Saves You Time and Money 


No doubt about it, WRITE products cut down 
your office overhead and give you better results. 
WRITE carbon papers save time by giving you 
more and cleaner copies from each original. 
WRITE typewriter ribbons assure you of a fresh, 
clean, readable job every time. 
You can depend on WRITE because 
WRITE products are guaranteed — for 
quality, uniformity, long wear. Let 
WRITE save you time and money. 
Ask your dealer, or write us today for 
FREE samples and attractive prices. 


Immediate Deliveries! 


420 Lexington Avenue 
New York a2. 0. 


wrRIiT 


INCORPORATED 


FACTORY: Bridgeport, Conn. 
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On the crest 


for 30 Years 


A product is only as good as the friends it has! From 


their beginning, three decades ago, Cook’s Stainless Steel 
File Signals have steadily grown in popularity. Today 
they are the preferred signal in clerical departments 
throughout the U. S. A. and in most foreign lands. 


Card of Samples on Request 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn, 
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NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy 
—twice as fast as machine calculating and 
five times as fast as hand figuring. 


Save time and eliminate “headaches” 

using this lightning fast calculator. 

No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


May we send you a copy for free trial use? 
Wire us collect—we’ll rush your copy today. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
ST. LOUIS, MISSOURI 


by 


a 
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KEEPING STENOGRAPHERS HAPPY 
FOR 26 YEARS 


Use Clarotype for clean, sharp and impres- 


looki dence. Expert stenog- 


sive g corresp 
raphers prefer Clarotype because it 
dissolves all the dirt and ink on 
typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 

ORDER FROM YOUR STATIONER 

OR TYPEWRITER SUPPLY DEALER 


THESE UTILITY LABELS 
ARE EASIER TO USE! 


TREICA 
ERE Ka! 
LUREKA SPECIALTY PRINTING CO. 
Stotionery Div, Dept. On 
11 W. 42nd St., New York 18, N.Y. 


EVERY OFFICE 


DUPLISTICKERS 


CAN USE 
T. M. Reg. 
FOR LETTER FILE IN- FOR DUPLICATE Twenty-five gummed, 
DEXING. Duplistick- MAILINGS. Two, perforated sheets, 


efs are easier, handier 
to use than roll labels. 
Letter size sheet 
speeds typewriter 
handling. 


three and four dif- thirty-three 21/,” x 1” 
ferent mailings can stickers to a $ . 
be ad in 4 Available in $ colors. 
wit 


RETAILS AT 50¢ 


i 
SPECIALTY PRINTING CO. 
se Stationery Div. a 


operation 
Duplistickers. 
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SIpFLEXIBLE STEEL RULES 


Made of highly tempered steel eames with patented 
Non-Slip material. 


Graduations In 1/Iéths. ye 4 
id bel the surface of the 
Sie. eee ‘Gy ‘Reckampent Teste 
e. y ee 
offices, artists, aie. _ 


GUMMED LABELS 


In Sheet Form 
Made to 


meet your specifications 
STOCK ITEMS 


100-24-A 
24 blank labels on sheet 8!/2 x |} 
100-33-A 
33 blank labels on sheet 8!/2 x || 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Write for 
Folder RINTING & PRINTING PRODUCTS 
NATIONAL RULE CO. 62 GRAND STREET NEW YORK CITY 13 
. Rochester 4, N. Y. 
In Canada: Brown Bros., Ltd., Toronto WALKER 5-1658 
trimmer’ }— | “Lae” SEL-LOGAING. POST 


The most efficient and economical binding 
posts obtainable for use in conjunction with 


various types of STORAGE BINDERS. 


LENGTHS: 1, 11/2, 2, 22, 3 & 4/2" 
Expansion Up to 71/2 Inches 


— Samples and Descriptive Booklet on Request 

W. R. KLINE CO. 

440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 

GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF, 


nm 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


Prempt sitomeet from 
stock. specify re- 
wen inquiring. 


ADIRONDACK 
CHAIR COMPANY 
1140 Breadway, New York 1, N. Y. 
Dept. 7 


NEATYPE 


TYPE & PLATEN 

CLEANER 

Highest Quality 

Large Bottle 

Fast Easy Seller 

Wondertul Repeats” 

Large Profit 

AND—Mr Dealer—_ 

NEATYPE is sealed uch 

a way that there is NO 

EVAPORATION IN STOCK. 


For Full Particulars and Samples, Write # 


STARKEY PAPER & SUPPLY CO. 


3800 AGNES AVE. KANSAS CITY 3, MO 
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MAPTACKS 
You’ve got the right answer with 
MOORE 
METLHED MAPTACKS 


because 
@ They're sturdy—stand up under steady handling 
@ They're the ONLY complete line available 
@ Map companies sell them EXCLUSIVELY 

You can't beat the Moore line of Marking Tacks, either. 


Made by the facturers of fi Moore Push-Pins 
and Push-Less Hangers. 


MOORE PUSH-PIN CO. PHILADELPHIA, PA. 


Visible Record 


Any Record Easy 
Sales Quick 500 $ 45 
Steck Flexible Cards 
Credit Portable e 
Listing Convenient \ 6x4 in, Complete 


Cost Saves Time 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence fold- 
ers. Visible Facts inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital information. 
Ten years national use. 500 Cards one side Blank, 
one side Ruled: 6x4 in., $3.45; 8x4 in., $4.4; 
10x4 in., $5.30. Order now. $end no money. 
Satisfaction Guaranteed. 


‘Sheets —— Write for Catalog 
Handifax 032°": st. Louis 
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Pocket Protector 
T's 
A 

NATURAL 


25e Retail 


Each Protector is mount- 
ed on 3-color slotted card. 


SHIPMENT FROM STOCK 


HURLEY SMITH 


56 Church St., Concord, N. H. 


KEEPS PENCKLS FROM 
MARKING SHIRT 


KEEPS POCKETS IN SHAPE 


KEEPS CLIPS FROM 
WEARING POCKETS 


Made in 
= & ® 
Pat. Pend. 


No. 46 


@ designates our first postwar, streamlined, 
catalog... 


@ an up-to-date compilation of profitable 
CESCO items now available. 


@ Send for your copy today. A postcard 
will do. 


C. E. SHEPPARD CO. 


44-09 Twenty First St., Long Island City (1), N. Y. 


\ 


Descriptive Catalog of 
BRONZE SIGNS & TABLETS 


Send post card or letter at once 
for handsome free catalog, 
showing over 150 photographs 
\ of genuine solid bronze tablets 
) for testimonials, honor rolls, war 

memorials, etc. Also all kinds of 

bronze business signs. Keep 
catalog on hand for use when needed —no charge or 
obligation. Ask for Catalog D. 


INTERNATIONAL 36 EAST 22nd ST. 
BRONZE TABLET CO., INC. NEW YORK 10, N.Y. - 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


0... 10, 28 #03....15A x 12% 
@i....11 x % ....104 « 1% 
902....13/4 x II 5...2 = 1% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 


WRITE FOR 


SAMPLES. 


GRIPTITE BANDS have become a 
“must” in commercial _ institutions, 
banks, factories, and retail stores. 
GRIPTITE BANDS KEEP CANCELLED 
CHECKS, SHIPPING RECORDS, RE- 
PORTS, ORDERS, and other valuable 
papers compactly together. They are 
easy to put on and take off. Made 
in lengths 6" to 54". Can be used 
over and over again. 


Rochester Wire-O-Binding, Inc. 
108 Mill St. Rochester 4, N. Y. 


DEAR BOSS: 


Dear Boss: 


Your last ‘‘carpet session’’ still tingles. Your admonition to 
keep on our toes has me all pepped up. 

I’m writing this in my room at the Waldorf—and note Fionee. 
that it is coming air mail. This hotel provides SKY-RITE air 
mail envelopes for its re 3 

What with this rapid drift toward air this—and air that, we 
had better get behind air mail or we'll get left behind. 

And say, Boss, my mail will be coming to you thick and fast. 
Thick with orders and fast by air mail. 

As Aunt Emma would say, why not get in touch with this 
SKYRITE outfit and get a line on their products. 


Honestly, 
Spence A. Count 


(SKY-RITE PAPER AND ENVELOPES) 
Sky-Rite Reg. U. S. Pat. Off. 
Copr. 1946, Agency Paper Co., 
Dept. GS, 74 Varick Street, New York 13, N. Y. 
Send for samples on your letterhead 


PYRAMID PAPER COMPANY 
401 BROADWAY, NEW YORK, N. Y. 


Manufacturers’ distributors of Office and School 
Supplies. 


Specializing in: Composition Books, Tablets, Pads, 
Printed Forms, Carbon Papers, Ledger Sheets, 
Checker Boards, Paperboard, Etc. 


We Cater to the Export Trade 


Send us your Inquiries. 


May, 1946 
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A name that represents the highest stan- 
dards of skilled engineering, quality, and 
service in modern, dependable — 


OFFICE CHAIR CONTROLS 


Now manufactured and distributed by The 
Seng Company, of Chicago, for improved 
service and satisfaction to all who demand 
and expect the best in Office Chair Controls. 


THE COMPANY 


1450 N. DAYTON STREET, CHICAGO 22, ILLINOIS 
Owners and Manufacturers of Bolens Office Chair Controls 
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| MONEY-SAVING acuZe7d 
| THAT SPEED OFFICE WORK! 
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_— FURATES NUMBERING MACHINE — BATES EYELETER FEEDS 
acknowledged leader Inserts and crimps eyelets 
throughout the world for __ In one instantaneous auto- 
-s than half a century. — _ matic operation, . al 
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TES STAPLER _ BATES TELEPHONE INDEX 
Makes its own staples. Spin the knob and follow 
a J000 in one loading. the red line. Finds 720 
n't jam or clog. names or numbers, prestol 
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ine. 81 
oie 
7% Haas . 
. 80 ae 
BATES FILE FASTENERS 
lay flat, bind tight. Ne Easiest action, largest 
d “tharp edges. Positive slide : waste container. Compact. 
., Pileeks. Neat, efficient. 
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ov | RATES MUNKEE STAMP PADS BATES LIST FINDERS 

. a } eversible, renewable Simplest listing device 
i J filler. Clear, clean impres- ever made. ideal for home 


or office use. 8 
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cover We're pretty much reconverted now, and every man and every machine in the Bates factory is 
orking full time to catch up with the unprecedented demand for Bates products. We can’t get back 
lO normal all at once and there will still be some delays, but we can see that the corner has 


“3, peen turned. We can promise one thing that no effort for speed is going to, in any way, 


ee compromise the Bates reputation for quality products. 
_. 78 bs = ee 

1°. quality products 
~~ — —  “ QE the Bates Mfg. Co., Orange N.J. * N.Y. Office, 30 Vesey St. 
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Underwood first scooped the field 
fifty years ago... by revolution- 
izing typewriter construction with 


the first front-stroke visible writing 
machine. 


This epoch-making achievement 
was so far ahead of any typewriter 
on the market, that other manufac- 
turers simply had to scrap their 


designs .. . and follow Underwood’s 
lead. 


Since then...its milestones studded 
with many brilliant mechanical 
firsts . . . Underwood has consist- 


ently remained “Typewriter Leader 
of the World.” 
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Underwood Typewriter Leader of the World " 


UNDERWOOD CORPORATION, One Park Avenue, New York 16, New Yor 


Stroke Visible Typewriter. ..The 
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Fifteen Famous Firsts 
the Development of the Front 


Underwood: 


THE FIRST TYPEWRITER with all the writing 
in sight all the time. 


THE FIRST FRONT MARGIN STOPS 
Easiest to reach and easiest to set—of all 
margin stops. 


THE FIRST COUNTERBALANCED SHIFT with 
right and left shift keys. 


THE FIRST LEFT HAND CARRIAGE RETURN 
Leaves left hand in typing position. 


THE FIRST 2-COLOR RIBBON feature permitting 
a choice of two colors by the switch of a lever. 


THE FIRST FRONT STROKE ACCELERATED 
TYPE-BAR ACTION 
Gives ease of touch and quality of imprint. 


THE FIRST INDIVIDUAL KEY LEVER TENSION 
Permits touch adjustment of each key. 


THE FIRST SHIFT KEY LOCK WHICH SHIFTS 
AND LOCKS IN ONE OPERATION 
Eliminates additional locking operation. . 


THE FIRST FRONT MARGIN RELEASE KEY 
Permits writing in left margin without disturbing 
the marginal stop. 


THE FIRST UNIVERSAL BAR ACTUATED 
DIRECTLY BY THE TYPE BAR 
Spaces carriage with minimum of effort. 


THE FIRST STAR WHEEL ESCAPEMENT WITH 
BEVEL-TOOTH FIXED DOG 
Specially designed to speed movement of carriage. 


THE FIRST CENTERING SCALE 

Permits quick and easy centering of headings 
on paper. 

THE FIRST INBUILT TABULATOR (SINGLE KEY) 
The tabulator as part of the machine not an 
attachment to it. 


THE FIRST TYPE-BAR GUIDE 
To control the printing point. 


THE FIRST TYPEWRITER READILY ADAPTABLE 


TO STENCIL CUTTING 
Mere touch of lever renders the ribbon inoperative. 
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